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MASSACHUSETTS  MANAGEMENT  ACCOUNTING  AND  REPORTING  SYSTEM 

FIXED  ASSET  SUBSYSTEM 
USER  GUIDE 

1.0    Introduction 

The  purpose  of  this  document  is  to  provide  uniform  guidelines  for  Departments  in  the 
management  of  the  fixed  assets  owned  by  the  Commonwealth. 
This  document  provides: 

a  uniform  Glossary  of  Terms  defining  items  in  accordance  with  fixed  asset  management 
and  reporting  responsibilities; 

a  listing  of  the  events  and  type  of  fixed  asset  transactions  that  are  to  be  used; 

guidance  on  internal  control  and  disclosure  of  financial  reporting  as  it  applies  to  fixed 
assets; 

a  listing  of  the  type  codes,  acquisition  and  disposition  codes  of  fixed  assets  as  defined  by 
the  system; 

reference  to  existing  laws,  policies  and  procedures  relating  to  fixed  assets; 

an  explanation  of  management  responsibilities  regarding  fixed  assets. 

The  Fixed  Asset  subsystem  is  an  integrated  component  of  the  Massachusetts  Management 
Accounting  and  Reporting  System  (MMARS).  Its  purpose  is  to  provide  a  uniform  and  fully 
automated  vehicle  to  account  for  and  report  on  the  GAAP  and  non  GAAP  fixed  assets  owned  by 
the  Commonwealth's  Departments. 

It  is  the  intent  of  the  Office  of  the  Comptroller  to  provide  training  to  appropriate  department 
managers  and  key  personnel  in  the  implementation  and  maintenance  of  the  Fixed  Asset 
subsystem,  including  related  policies  and  procedures. 
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Fixed  Asset  System 

2.0  Glossary  of  Terms 

Unless  otherwise  noted  the  following  definitions  are  used  for  purposes  of:  fixed  asset 
management  and  reporting  responsibilities. 
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Acquisition  Date: 


Ancillary  Cost: 


Asset: 


The  date  that  the  fixed  asset  was  received  by  the  Commonwealth.  This  is 
the  first  day  of  the  asset's  use  life. 

All  supporting  costs  incurred  when  originally  placing  an  asset  into  the  use 
for  which  it  was  intended.  This  includes,  but  is  not  limited  to  installation, 
shipping  and  delivery  charges. 

All  property,  tangible  and  intangible  that  is  in  the  lawful  possession  of  a 
department.  Cash  investments,  monies  due,  consumable  materials  and 
supplies,  land,  buildings,  equipment,  etc.  constitute  one  category  of  assets. 
Intangible  assets  such  as  patents,  rights,  goodwill,  etc.  is  a  second 
category. 


Building: 


Capital  Lease: 


Comptroller: 


State  owned  units  that  are  fabricated,  framed  or  constructed,  designed  to 
stand  permanently  and  covering  a  space  of  land,  including  fixtures  and 
sub-surface  structures  in  which  people  work  or  live  and  items  are  stored. 

The  state  has  in  substance  purchased  the  item  and  therefore  substantially 
all  the  risks  and  benefits  of  ownership  are  assumed  by  the  lessee 
(department).  A  capital  lease  is  viewed  as  an  installment  purchase  of 
property  rather  than  the  rental  of  property. 

The  Office  of  the  Comptroller  of  the  Commonwealth  as  established  by 
MGL  C.7A 


Construction: 


All  associated  cumulative  cost  (i.e.  design,  survey,  furnishings  and 
fixtures,  etc.)  related  to  a  capital  project  that  results  in  a  fixed  asset  of  the 
Commonwealth.  (Upon  completion  of  the  capital  project  i.e.  the  point  at 
which  the  asset  is  placed  in  service  for  its  intended  use,  the  balance  in  the 
construction  in  progress  account  is  transferred  to  an  appropriate  asset 
account  such  as  buildings). 


Construction 
in  Progress: 


DCPO 


All  cumulative  costs  related  to  a  partially  completed  capital  project 
including  software  (see  construction). 

Division  of  Capital  Planning  and  Operations  is  a  division  of  the  Executive 
Office  of  Administration  and  Finance  responsible  for  the  acquisition, 
construction  and  improvements  to  Commonwealth  owned  land  and 
buildinss. 
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Department: 


Any  subdivision  of  the  government  of  the  Commonwealth  including,  but 
not  limited  to,  any  executive  office,  agency,  division,  bureau,  board, 
commission  or  committee  therein. 


Depreciation: 


Equipment: 


Fixed  Assets: 


FA: 


The  method  of  allocating  the  cost  of  a  fixed  asset  over  its  estimated  useful 
life  in  a  systematic  and  rational  manner. 

The  implements  used  in  an  operation  or  an  activity.  This  includes,  but  is 
not  limited  to,  machinery,  vehicles,  computers,  (hardware  and  software) 
other  electronic  and/or  electrical  devices  and  furnishings. 

All  tangible  property  owned  by  the  Commonwealth  (real  and  personal) 
such  as  land,  buildings,  and  equipment,  etc.  with  a  useful  life  of  more  than 
one  year  and  used  in  departments.  (References  to  assets  in  this  document 
refer  only  to  fixed  assets). 

The  Fixed  Asset  Acquisition  Form  must  be  used  to  record  the 
acquisition  of  all  land  regardless  of  cost  and  all  buildings  and  equipment 
with  an  original  cost  of  $15,000  or  more  (  GAAP  Fixed  Asset ). 
Departments  have  the  option  of  recording  non  GAAP  fixed  assets  via  the 
FA. 


FB: 


FC: 


The  Fixed  Asset  Betterment  Input  Form  must  be  used  for  any  and  all 

improvements  with  a  cost  of  $15,000  or  more,  also  on  any  and  all 
improvements  regardless  of  whether  the  cost  of  the  original  asset  is 
$15,000  or  more.  Betterments  done  to  buildings  and  land  assets  as  part  of 
a  project  managed  by  DCPO  will  be  recorded  to  the  fixed  asset  subsystem 
via  a  FB  produced  by  PARS. 

The  Fixed  Asset  Modification  Input  Form  is  used  only  to 
change/modify  erroneous  or  omitted  information  previously  entered  into 
the  system.  It  is  not  to  be  used  to  enter  a  betterment,  transfer,  or  any  item 
that  one  of  the  other  existing  forms  are  designed  to  accomplish.  The  FC 
and  supporting  documentation  must  be  sent  to  the  Office  of  the 
Comptroller's  Capital  Accounting  Bureau  for  approval. 


FD: 


The  Fixed  Asset  Disposition  Input  Form  is  used  to  record  assets  which 
have  been  destroyed,  sold,  traded,  lost,  stolen,  or  transferred  to  a  non-state 
entitv. 


FT: 


The  Fixed  Asset  Transfer  Input  Form  is  used  to  record  assets  which 
have  been  transferred  between  departments  (excluding  Authorities). 
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Fixed  Asset 
Subsystem: 


Furniture: 


An  integrated  component  of  the  Massachusetts  Management  Accounting 
and  Reporting  System  (MMARS).  Its  purpose  is  to  provide  a  uniform  and 
fully  automated  vehicle  to  account  for  and  report  on  the  GAAP  and 
non  GAAP  fixed  assets  owned  by  the  Commonwealth's  Departments. 

Movable  articles  in  a  room  or  establishment  that  render  it  fit  for  working 
or  living.  It  includes  items  such  as  chairs,  tables,  cabinets,  bookcases,  etc. 


GAAP  Fixed  Assets:  Buildings,  equipment  and  construction  in  progress  (including  all 

furnishings  and  fixtures)  with  a  historical  unit  cost  of  $15,000  or  more  and 
all  land. 


Historical  Cost: 


Improvement: 


Infrastructure: 


Original  Cost  of  an  asset  as  distinct  from  the  replacement  cost.  This  would 
be  the  total  cost  of  an  asset  when  acquired,  including  ancillary  asset  cost. 

An  addition,  alteration,  betterment  or  structure  change  to  an  asset  which 
results  in  its  greater  durability  or  extended  useful  life  or  to  comply  with 
current  code  of  regulations. 

General  government  fixed  assets  that  are  immovable  and  of  value  onlv  to 
the  governmental  unit.  Examples  are  roads,  bridges,  curbstones  and 
gutters,  street  and  sidewalks,  drainage  systems,  lighting  systems  and 
similar  assets. 


Inventorv: 


Land: 


The  process  of  preparing  an  itemized  list  recording  land,  buildings, 
equipment  and  other  tangible  property  having  an  identity  which  remains 
constant.  This  process  allows  for  accountability  and  results  in  an  asset 
listing  for  the  purpose  of  asset  management. 

Ground,  earth/soil  and  the  water  thereon  for  which  the  Commonwealth  has 
title. 


Maintenance: 


Day-to-day.  routine,  normally  recurring  repair  and  upkeep.  Maintenance 
activities  keep  an  asset  in  good  working  condition  throughout  its  estimated 
useful  life. 


Major  Fixed  Assets:  Buildings  and  equipment  with  a  historical  unit  cost  between  S5.000  and 

$14,999  (  non  GAAP  fixed  asset ). 

Minor  Fixed  Assets:  Buildings  and  equipment  with  a  historical  unit  cost  between  $100  and 

$4,999.99  (  non  GAAP  fixed  asset ).  All  furniture  with  a  historical  cost 
between  $.01  and  $4,999.99  will  also  be  included. 
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Operating  Lease: 


A  lease  of  an  asset  which  treats  the  asset  as  not  being  owned;  an  operating 
lease  gives  the  department  the  right  to  use  the  asset  for  a  specific  period  of 
time.  A  lease  of  this  nature  is  treated  as  an  expense. 


PARS 
Property: 


Project  Accounting  and  Reporting  System,  a  subsystem  of  MMARS. 

Any  material  item,  structure,  or  object  (real  or  personal)  owned  by  the 
Commonwealth. 


Repair: 


Work  required  to  return  a  fixed  asset  to  a  condition  that  it  may  continue  to 
be  effectively  used  for  its  intended  purpose  by  overhaul  or  replacement  of 
parts  or  materials  which  have  deteriorated  due  to  weather  or  wear  and  tear. 


Surplus  Property: 


Any  property  owned  by  the  Commonwealth  that  a  department  no  longer 
needs  to  Support  its  operations.  This  includes  property  that  the  department 
has  not  formally  declared  as  surplus  . 
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3.0     Fixed  Asset  Cycle 


POLICY: 


The  fixed  asset  cycle  is  the  accounting  cycle  relating  to  the  ownership  of 
an  asset.  This  cycle  is  composed  of  the  Acquisition,  Recording,  ' 
Accounting  and  Reporting  of  an  asset. 


Each  of  these  steps  have  their  own  specific  functions  and  traits,  but  each  of 
these  traits  interrelate  with  one  or  more  of  the  other  items 

Each  stage  of  an  assets  life  has  different  accounting,  reporting  and 
management  responsibilities.  These  stages  run  from  the  initial  acquisition 
of  the  asset  to  the  ultimate  disposition  of  the  asset. 


PURPOSE: 
COMPLIANCE: 


To  properly  account  for  an  asset  during  the  life  of  use  of  that  asset. 

All  records  relating  to  fixed  assets  must  be  done  in  accordance  with 
existing  laws  and  regulations  of  the  Commonwealth. 
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4.0      Acquisition 


POLICY: 


Acquisition  is  defined  for  this  purpose  as  the  obtaining  of  a  fixed  asset  by 
the  Commonwealth.  This  acquisition  can  be  done  by,  but  is  not  restricted 
to  a  cash  purchase,  receipt  of  a  donation,  construction,  lease  purchase  or 
eminent  domain. 


An  asset  is  owned  by  the  Commonwealth  when  the  full  title  of  the  asset 
rests  with  the  Commonwealth.  The  custodial  responsibilities  of  an  asset 
will  reside  within  a  particular  department. 


PURPOSE: 


To  acquire  an  asset  and  list  the  type  of  acquisition  method  used  by  the 
Commonwealth. 


COMPLIANCE: 


All  acquisitions  of  fixed  assets  must  be  done  in  accordance  with  existing 
laws  and  policies  of  the  Commonwealth. 


4.1      Asset  Cost 

POLICY:  The  cost  of  purchasing  an  asset  includes  all  costs  necessary  to  put  that 

asset  into  existing  use  and  location,  including  but  not  limited  to  freight, 
insurance  and  installation  (i.e.  ancillary  costs)   Unless  otherwise 
mentioned,  the  cost  of  an  asset  will  be  recorded  as  the  historical  cost  of  the 
asset. 

PURPOSE:        To  assign  the  appropriate  and  comprehensive  cost  of  anasset. 

COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principles 
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4.2  Historical  Cost 

POLICY:  Historical  Cost  is  the  original  acquisition  cost  of  an  asset,  including  all 

ancillary  cost  involved  in  putting  that  asset  into  it's  intended  use. 
Historical  cost  or  estimated  historical  cost  will  be  used  as  the  total  asset 
cost  whenever  it  is  directly  known. 

PURPOSE:        To  have  a  unified  method  for  assigning  value  to  the  assets  of  the 
Commonwealth. 

COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principles. 

4.3  Cash  Purchase 

POLICY:  All  cash  purchases  of  assets  will  be  listed  at  historical  cost 

PURPOSE:        To  assign  the  appropriate  and  comprehensive  cost  of  an  asset. 
COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principles 

4.4  Donation 

POLICY:  Donations  will  be  listed  at  the  estimated  fair  market  value  at  the  time  of 

the  donation. 

PURPOSE:        To  assign  the  appropriate  and  comprehensive  cost  of  an  asset. 

COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principles 

4.5  Construction 

POLICY:  Assets  that  are  constructed  should  be  priced  at  the  total  costs  to  build  the 

asset.    This  includes  both  direct  and  indirect  costs. 

PURPOSE:        To  assign  the  appropriate  and  comprehensive  cost  of  an  asset. 

COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principles 


G:\SHAREDFA98  FIXEDACC  1 1 


10/27/98 


4.6  Self-Construction 

POLICY:  Assets  that  are  constructed  should  be  priced  at  the  total  costs  to  build  the 

asset.    This  includes  both  direct  and  indirect  costs.  However,  assets  that 
are  self-constructed  (constructed  totally  by  and  within  the  department) 
should  not  be  reflected  at  a  cost  that  is  higher  than  what  the  purchase  price 
of  a  similar  asset  would  be  at  the  time  of  the  self-construction. 

PURPOSE:        To  assign  the  appropriate  and  comprehensive  cost  of  an  asset. 

COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principles 

4.7  Lease  Purchase 

POLICY:  Lease  purchase  arrangements  will  be  evaluated  by  Departments  and 

determined  to  be  either  a  capital  lease  or  an  operating  lease.  Assets  that 
are  acquired  through  a  lease  purchase  shall  be  recorded  at  the  lower  of  the 
present  value  of  the  minimum  lease  payments  or  the  fair  market  value  of 
the  leased  property.  The  lease  itself  will  continue  to  be  maintained  in 
MMARS  as  in  the  past. 

PURPOSE:        To  assign  the  appropriate  and  comprehensive  cost  of  an  asset. 

COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principles 

4.8  Eminent  Domain 


POLICY: 


The  price  of  the  asset  will  include  all  direct  costs  included  in  reaching  a 
settlement  with  the  seller. 


PURPOSE:        To  assign  the  appropriate  and  comprehensive  cost  of  an  asset. 
COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principles 
4.9      Acquisition  of  Two  or  More  Assets 

POLICY:  When  two  or  more  assets  are  obtained  at  one  time  and  their  individual 

costs  are  not  readily  known  (i.e.  land  and  building  purchased  as  one)  the 
individual  costs  are  allocated  to  the  assets  based  on  their  relative  fair 
market  values  at  the  time  of  acquisition.  These  costs  are  simply  a  ratio  of 
the  initial  acquisition  cost  vs.  their  relative  fair  market  values. 


PURPOSE: 


To  assian  each  individual  asset  it's  own  cost  based  on  its  relative  value. 


COMPLIANCE:  Department 
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4.10  Group  Purchase  of  Assets 

POLICY:  When  two  or  more  assets  are  purchased  at  the  same  time  and  their 

individual  cost  is  known,  their  cost  will  be  the  cost  plus  any  costs 
associated  with  putting  those  assets  into  use.  However,  if  these  additional 
costs  are  not  directly  assigned  to  a  particular  asset,  they  will  be 
apportioned  to  the  cost  of  all  of  the  assets  in  a  proportional  manner.  This 
will  yield  a  cost  for  each  unit  which  will  include  the  assets  direct  costs, 
plus  any  ancillary  costs  incurred  with  putting  the  asset  into  service. 

PURPOSE:        To  assign  each  individual  asset  it's  own  cost  based  on  its  relative  or  direct 
value. 

COMPLIANCE:  Department 

4.11  Razing  a  Building 

POLICY:  When  a  building  is  razed  in  order  to  clear  the  area  for  the  construction  of 

another  building,  the  cost  of  razing  the  original  building  is  recorded 
to  land  improvements.  This  will  be  input  as  a  betterment.  This  cost  will 
then  be  associated  with  the  parcel  of  land,  not  any  future  building.  The 
disposal  of  the  original  building  will  be  recorded  on  an  FD  transaction. 


PURPOSE: 


To  account  for  the  renovation  in  a  manner  consistent  with  GAAP. 


COMPLIANCE:  Department 
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POLICY: 


Recording  is  the  act  of  entering  a  newly  acquired  asset  on  the  Fixed  Asset 
Subsystem.  When  applicable,  an  asset  will  be  entered  onto  the  Fixed  Asset 
Subsystem  by  the  Department  using  an  approved  entry  form  in  accordance 
with  this  guide.  Details  of  this  entry  will  be  based  on  the  type  of  asset  and 
the  purchase  method.  The  asset  will  be  recorded  onto  the  system  within 
seven  (7)  days  of  acquisition.  Building  and  land  assets  that  are 
acquired/constructed  as  part  of  a  project  managed  by  DCPO  will  be 
recorded  to  the  Fixed  Asset  Subsystem  via  a  FA  produced  by  PARS. 
Departments  have  the  option  of  using  the  Fixed  Asset  Subsystem  to  record 
those  assets  not  required  to  be  entered  on  the  Subsystem  (  non  GAAP 
Fixed  Assets  )  This  will  conform  with  other  regulations  or  in  lieu  of  these 
Department  policy. 


PURPOSE: 


To  properly  account  for  and  record  those  items  owned  by  the 
Commonwealth. 


COMPLIANCE: 


Department 


5.1      Statewide  Fixed  Asset  Number 


POLICY: 


Every  asset  entered  into  the  system  will  be  assigned  a  unique  identification 
number  (statewide  fixed  asset  number).  This  number  will  be  comprised  of 
three  components.  These  components  are:  the  fiscal  year  of  the  original 
acquisition,  the  asset  type  and  a  system  generated  sequential  number. 
Every  subsequent  transaction  against  the  asset  will  use  this  number  as  the 
key  identification  field. 


PURPOSE:        To  ensure  that  each  individual  asset  has  a  unique  identification  within  the 
system. 

COMPLIANCE:  Office  of  the  Comptroller 
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5.2      Fixed  Asset  Funding  Source 

POLICY:  When  an  asset  is  acquired  the  funding  source  of  the  asset  shall  always  be 

recorded.  If  the  funding  source  can  not  be  determined  the  asset  shall  be 
recorded  under  the  general  fund. 

PURPOSE:        To  properly  report  purchase  expenses  under  the  Sources  and  Uses  of 

Funds  Statement.  To  accommodate  the  reporting  of  federally  purchased 
assets. 

COMPLIANCE:  Generally  Accepted  Accounting  Principles;  OMB  Circular  A- 102, 
Section  G:  OMB  Common  R 


5.3      Useful  Life  of  an  Asset 

POLICY:  The  useful  life  of  an  asset  will  be  assigned  depending  on  the  asset  type. 

These  useful  lives  will  be  assigned  using  the  following  table: 

5  year  property  -  includes  computers,  software  and  peripheral  equipment, 
office  machinery,  automobiles,  trucks,  aircraft,  water  vessels  and  other 
land  vehicles.  Useful  life  is  not  applied  to  land  assets. 

7  year  property  -  includes  office  furniture  and  fixtures. 

1 0  year  property  -  building  improvements  such  as  a  new  roof,  plumbing 
and  electrical  renovations. 

33  year  property  -  residential  and  nonresidential  real  property  such  as 
buildings. 

PURPOSE:        To  assign  an  estimated  useful  life  for  the  asset  for  the  purposes  of  asset 

management  and  calculation  of  depreciation. 
COMPLIANCE:  Department 
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5.4  Tagging  of  Assets 

POLICY:  Physical  property  other  than  land  &  buildings  shall  be  marked  with  some 

type  of  permanent  tag  affixed  to  a  readily  available  area  of  the  asset.  This 
tag  must  have  a  unique  identification  number  that  will  be  associated  with 
that  asset  and  become  a  part  of  the  asset's  permanent  record  in  the 
"Department  Asset  Number"  field.  This  identification  number  can  be 
alpha,  numeric  or  a  combination  of  the  two.  For  motor  vehicles  the  vehicle 
identification  number  (VIN)  is  an  acceptable  ID. 

PURPOSE:        To  individually  record  and  identify  each  asset. 

COMPLIANCE:  Department 

5.5  Lease  Purchase 


POLICY: 


An  asset  acquired  through  a  lease  purchase  will  be  recorded  as  owned  at 
the  beginning  of  the  lease  via  an  FA  and  the  cost  will  be  the  purchase  price 
plus  the  cost  of  placing  the  asset  in  service.  The  lease  itself  will  continue 
to  be  maintained  in  MMARS  as  in  the  past. 


PURPOSE:        To  record  an  asset  when  owned  in  contrast  to  an  existing  obligation. 
COMPLIANCE:  Department 


6.0      Accounting  and  Management 


POLICY: 


All  fixed  assets  regardless  of  acquisition  method  shall  be  accounted  for 
and  managed  in  accordance  with  all  applicable  laws  and  regulations  of  the 
Commonwealth.  The  system(s)  used  to  account  for  these  fixed  assets  can 
vary  based  upon  the  type  of  asset  and/or  the  cost  of  the  fixed  asset. 


PURPOSE: 


To  properly  reflect  the  Historical  Cost  of  an  asset  onto  the  official 
financial  records  of  the  Commonwealth. 


COMPLIANCE: 


Department. 
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6.1      Internal  Controls 


POLICY: 


Internal  Controls  regarding  the  safeguarding  of  assets  and  the  asset's 
financial  information  shall  be  developed  and  maintained  in  the 
departments  internal  control  plan. 


PURPOSE:        To  follow  proper  internal  control  procedures  regarding  the  safeguarding  of 
assets  and  assure  the  integrity  of  the  financial  statements. 

COMPLIANCE:  Chapter  647  of  the  Acts  of  1989 

6.2  Verification 

POLICY:  All  acquired  assets  entered  into  the  Fixed  Asset  Subsystem  shall  be 

verified  by  the  department  that  the  information  entered  into  the  system  is 
correct  and  appropriate  for  that  particular  asset.  The  initial  entry  of  a  fixed 
asset  record  should  be  verified  against  the  supporting  documentation 
within  three  (3)  days  of  it's  entry  into  the  system. 

PURPOSE:        To  follow  proper  internal  control  procedures  and  assure  the  integrity  of  the 
financial  statements. 

COMPLIANCE:  Chapter  647  of  the  Acts  of  1989 

6.3  Asset  Officer 


POLICY: 


Each  department  shall  designate  an  individual  who.  as  one  of  their  duties, 
will  assume  the  role  of  Asset  Officer.  This  individual  shall  be  responsible 
for  the  management  of  fixed  assets.  This  shall  include  the  supervision 
and/or  conducting  of  an  annual  fixed  asset  inventory,  the  reconciliation  of 
the  results  of  that  inventory  and  the  reporting  of  the  results  of  that 
inventory  to  the  proper  authorities. 


PURPOSE:        To  assign  the  management  authority  and  responsibility  of  a  Department's 
Fixed  Assets  accounting  to  an  individual. 

COMPLIANCE:  Department's  Senior  Management 
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6.4      Fixed  Asset  Inventory 


POLICY: 


There  shall  be  an  annual  inventory  taken  of  fixed  assets  owned  by  every 
Department.  This  inventory  shall  include  at  a  minimum  a  verification  of 
the  existence  and  location  of  fixed  assets  owned  by  a  Department.  This 
inventory  shall  be  done  at  a  date  determined  by  the  Operational  Services 
Division  (on  or  about  June  30th  of  each  year). 


PURPOSE:        To  verify  the  existence  of  all  listed  assets  recorded  by  a  Department. 
COMPLIANCE:  Department's  Asset  Officer 
6.5      Reconciliation 


POLICY: 


There  shall  be  a  reconciliation  of  the  fixed  asset  inventory  against  the 
books  and  records  maintained  by  the  Department,  either  on  the  Fixed 
Asset  Subsystem  or  other  documented  methods.  This  reconciliation  is  to 
be  done,  at  a  minimum,  on  an  annual  basis. 


PURPOSE:        To  correct  any  errors  or  irregularities  on  the  fixed  asset  records.  To  attest 
to  the  propriety  of  the  fixed  asset  reporting. 

COMPLIANCE:  Department's  Asset  Officer 
6.6      Audit  Preparation 

POLICY:  A  Department  will  maintain  supporting  documentation  of  fixed  asset 

transactions  available  for  examination  by  appropriate  audit  organizations. 
Supporting  documentation  includes,  but  is  not  limited  to  all 
documentation  supporting  the  acquisition  cost  of  an  asset  along  with 
reports  or  information  substantiating  its  existence  and  location. 

PURPOSE:        To  provide  an  existing  audit  trail  and  comply  with  the  practices  of  internal 
controls. 

COMPLIANCE:  Department 
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6.7  Depreciation 

POLICY:  Depreciation  will  be  calculated  over  the  useful  life  of  an  asset  using  an 

approved  depreciation  method.  In  most  cases  the  straight  line  method  of 
depreciation  will  be  used.  For  general  ledger  reporting  purposes 
depreciation  will  only  be  used  for  Proprietary  Funds. 

PURPOSE:        To  calculate  the  expenditure  of  using  an  asset  in  a  particular  period. 

COMPLIANCE:  Governmental  Generally  Accepted  Accounting  Principle 

6.8  Training 

POLICY:  Departmental  staff  shall  be  properly  trained  on  the  workings  of  the  Fixed 

Asset  Subsystem.  The  Office  of  the  Comptroller  will  provide  training 
classes  on  the  policies  and  procedures  of  the  system.  Department 
managers  should  ensure  that  the  appropriate  individuals  participate  in 
training. 

PURPOSE:        To  provide  the  practical  and  technical  expertise  to  the  individuals  that  will 
participate  in  asset  management. 

COMPLIANCE:  Department  Management  and  the  Office  of  the  Comptroller. 
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POLICY: 


PURPOSE: 


All  fixed  assets  shall  be  reported  in  accordance  with  requirements  as  they 
relate  to  each  group  of  fixed  assets.  These  groups  are  GAAP  Fixed  Assets, 
Major  Fixed  Assets  and  Minor  Fixed  Assets  ( non  GAAP  ).  Each  of  the 
three  groups  of  assets  have  their  own  reporting  requirements. 

To  report  those  assets  and  only  those  assets  within  a  certain  asset  group 
for  a  particular  purpose.  These  Fixed  Assets  shall  be  reported  to  the 
appropriate  management  bodies  within  and  outside  the  Commonwealth  by 
whatever  appropriate  and  practical  means. 


COMPLIANCE: 


Department  Managers 


7.1      GAAP  Fixed  Assets 


POLICY: 


GAAP  Fixed  Assets  are  comprised  of  all  land,  regardless  of  cost,  and 
buildings  and  other  assets  with  a  historical  cost  of  $15,000  or  more.  These 
assets  are  required  to  be  on  the  Fixed  Asset  Subsystem  and  will  be 
reported  to  the  Office  of  the  Comptroller  in  a  manner  that  will  allow  them 
to  be  incorporated  into  the  Commonwealth's  Annual  Comprehensive 
Financial  Report. 


PURPOSE:        To  properly  account  for  these  assets  of  the  Commonwealth  in  a  manner 
consistent  with  GAAP. 

COMPLIANCE:  Office  of  the  Comptroller  and  Departments 
7.2      Major  Fixed  Assets  (  Non  GAAP  ) 


POLICY: 


Major  Fixed  Assets  (  non  GAAP  )  are  comprised  of  all  buildings  and  other 
assets  with  an  historical  cost  between  $5.  000  -  SI 4,  999.  these  are  an 
optional  group  on  the  Fixed  Asset  Subsystem  and  shall  be  reported  as 
required  to  the  Operational  Services  Division. 


PURPOSE:        To  properly  account  for  these  assets  of  the  Commonwealth  in  a  manner 
consistent  with  existing  rules. 

COMPLIANCE:  Chapter  647,  Acts  of  1989  ( Internal  Controls  Act )  and  department 
requirements. 
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7.3  Minor  Fixed  Assets  (  Non  GAAP  ) 

POLICY:  Minor  Fixed  Assets  are  buildings  and  other  assets  with  an  historical  cost 

of  less  than  $5,000.  These  assets  may  be  recorded  on  the  Fixed  Asset 
Subsystem  and  reported  to  the  Operational  Services  Division. 

PURPOSE:        To  properly  account  for  these  assets  of  the  Commonwealth  in  a  manner 
consistent  with  existing  rules  and  department  requirements. 

COMPLIANCE:  Chapter  647,  Acts  of  1989  ( Internal  Controls  Act )  and  department 
requirements. 

7.4  Capital  Leases 

POLICY:  Capital  leases  will  be  reported  to  the  Office  of  the  Comptroller  for 

inclusion  in  the  Comprehensive  Annual  Financial  Report  as  explained 
through  the  annual  GAAP  instruction  manual.  Capital  Leases  will  not 
reside  on  the  Fixed  Asset  Subsystem,  they  will  be  recorded  as  leases  by 
Departments  in  MMARS,  as  in  the  past. 

PURPOSE:        To  properly  account  and  report  existing  obligations  as  well  as  assets  of  the 
Commonwealth. 

COMPLIANCE:  Department 

7.5  Assets  Held  in  Trust 

POLICY:  Assets  Held  in  Trust  are  those  assets  that  are  owned  by  another  individual 

or  organization  but  are  in  the  custodial  care  of  the  Commonwealth.  These 
assets  are  not  to  be  listed  or  reported  on  the  Fixed  Asset  Subsystem  as  they 
are  not  owned  by  the  Commonwealth.  They  are  to  be  reported  by 
Departments  to  the  Office  of  the  Comptroller  as  required  by  GAAP. 

PURPOSE:        To  properly  account  and  report  custodial  obligations  as  well  as  assets  of 
the  Commonwealth. 

COMPLIANCE:  Department 
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7.6  Audit  Trail  Reports 

POLICY:  MMARS  Rpt  852A  through  C,  Fixed  Asset  Inventory  Reports  by 

Department,  Organization  and  Asset  Type,  are  designated  as  an  "Audit 
Trail  Reports"  by  the  Office  of  the  Comptroller  and  must  be  maintained 
by  the  Department. 

PURPOSE:        To  provide  a  consistent  trail  of  required  documentation  for  asset 
management  and  audit  purposes  for  the  departments  of  the 
Commonwealth  and  their  respective  auditors. 

COMPLIANCE:  Departments;  Office  of  the  Comptroller  as  defined  by  MGL  C  7A 

7.7  Warehouse  Reports 

POLICY:  The  data  warehouse  is  an  enterprise  wide  "read  only"  data  base  designed 

to  be  used  for  ad  hoc  quering  and  reporting.  Policies  for  its  use  are  dictated 
by  individuals  using  the  warehouse  and  a  department's  internal  business 
function.  Accordingly,  user  needs  and  "local"  policy  or  internal  controls 
preside.  Currently  the  warehouse  has  the  Fixed  Asset  Subsystem  ledger 
tables.  This  means  only  the  fixed  assets  transactions  are  available  in  the 
warehouse.  There  are  plans  to  add  the  FAS  1/2  tables  in  the  near  future. 

PURPOSE:        To  provide  guidance  on  warehouse  data  access  and  utilization 

COMPLIANCE:  Departments 
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8.0      Fixed  Asset  Transaction  Forms 


POLICY: 


PURPOSE: 


Fixed  Asset  Transaction  Forms  will  be  used  to  record  all  accounting  and 
other  pertinent  information  regarding  a  fixed  asset  in  MMARS  by  the 
departments  of  the  Commonwealth. 

To  have  a  unique  set  of  transaction  forms  to  enter  accounting  and  other 
asset  information  into  the  Fixed  Asset  Subsystem. 


COMPLIANCE: 


Office  of  the  Comptroller  as  defined  by  MGL  C  7A 


8.1  FA  Form  -  Acquisition 

POLICY:  A  FA  form  is  to  be  used  to  record  all  original  acquisitions  of  a  fixed  asset 

by  the  departments  of  the  Commonwealth.  A  FA  from  will  be  generated 
via  PARS  for  all  building  and  land  assets  acquired/constructed  as  part  of  a 
project  managed  by  DCPO. 

PURPOSE:        To  have  a  unique  transaction  form  to  enter  accounting  and  other  asset 
information  into  the  Fixed  Asset  Subsystem. 

COMPLIANCE:  Office  of  the  Comptroller  as  defined  by  MGL  C  7A 

8.2  FB  Form  -  Betterment 

POLICY:  A  FB  form  is  to  be  used  to  record  all  betterments  of  a  fixed  asset  by  the 

departments  of  the  Commonwealth.  A  FB  form  will  be  generated  via 
PARS  for  all  betterments  done  as  part  of  a  project  managed  by  DCPO. 

PURPOSE:        To  have  a  unique  transaction  form  to  enter  accounting  and  other  asset 
information  into  the  Fixed  Asset  Subsystem. 

COMPLIANCE:  Office  of  the  Comptroller  as  defined  by  MGL  C  7A 
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8.2.1   Betterment 


POLICY: 


A  betterment  is  an  addition  to  an  existing  asset  or  an  extraordinary  repair 
that  benefits  a  period  of  one  year  or  more.  A  betterment  is  to  be  recorded 
on  an  FB  form  as  this  is  an  addition  to  an  existing  asset  and  not  a  new 
asset. 


PURPOSE:        To  properly  record  a  betterment. 
COMPLIANCE:  Department 


8.2.2  Useful  life  of  a  Betterment 


POLICY: 


A  betterment's  useful  life  is  to  be  recorded  as  the  shorter  of  the  life  of  the 
addition  or  the  remaining  useful  life  of  the  original  asset.  Depreciation  of 
a  betterment,  when  appropriate,  will  be  based  on  the  appropriate  useful  life 
and  be  calculated  using  the  depreciation  method  of  the  original  asset. 


PURPOSE:        To  properly  account  for  and  manage  the  true  value  of  the  asset. 
COMPLIANCE:  Department 

8.3      FC  Form  -  Changes 


POLICY: 


An  FC  form  is  to  be  used  to  record  all  changes  of  a  fixed  asset's  record 
that  do  not  substantially  change  the  asset  itself.  ( i.e.  if  a  department 
changes  the  org  of  an  asset,  an  FC  transaction  will  be  used  to  record  this 
change. 


PURPOSE:        To  have  a  unique  transaction  form  to  enter  accounting  and  other  asset 
information  into  the  Fixed  Asset  Subsvstem. 

COMPLIANCE:  Office  of  the  Comptroller  as  defined  by  iMGL  C  7A 
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8.3.1   Use  of  an  FC  Form 

POLICY:  An  FC  Form  is  used  only  to  change  erroneous  or  omitted  information 

previously  entered  into  the  system.  It  is  not  to  be  used  to  enter  a 
betterment,  transfer  or  any  item  that  one  of  the  other  existing  forms  are 
designed  to  accomplish. 

PURPOSE:        To  properly  use  the  FC  form  as  a  vehicle  of  change  and  not  an  original 
entry  form. 

COMPLIANCE:  Department 

8.4      FD  Form  -  Disposition 

POLICY:  An  FD  form  is  to  be  used  to  record  all  Dispositions  of  a  fixed  asset  from 

the  books  and  accounts  of  the  Commonwealth.  This  form  is  used  for  all 
types  of  disposition  methods.  An  FD  will  also  be  used  for  all  sales  of  an 
asset  that  was  acquired  by  budgetary,  non-budgetary,  capital,  trust  or 
federal  grant  funds.  An  FD  will  be  used  for  the  transfer  of  an  asset 
acquired  by  the  above  mentioned  funds  to  an  independent  state  entity  (i.e. 
a  quasi  public  authority).  The  FD  transaction  will  not  be  used  to  report  a 
transfer  of  an  asset  to  another  state  department  on  the  fixed  asset  system, 
rather  an  FT  is  used,  (see  sec. 8. 6  ) 

PURPOSE:        To  have  a  unique  transaction  form  to  enter  accounting  and  other  asset 
information  into  the  Fixed  Asset  Subsystem. 

COMPLIANCE:  Office  of  the  Comptroller  as  defined  by  MGL  C  7A 
8.4.1   Partial  Disposition  of  an  Asset 


POLICY: 


An  FD  form  is  to  be  used  to  record  a  partial  disposition  of  a  fixed  asset 
(e.g.  a  segment  of  a  tract  of  land).  When  a  partial  disposition  occurs  all  of 
the  policies  and  procedures  for  form  use  apply  in  the  same  manner  as 
mentioned  previously  for  a  full  disposition. 


PURPOSE:        To  have  a  unique  transaction  form  to  enter  accounting  and  other  asset 
information  into  the  Fixed  Asset  Subsystem. 

COMPLIANCE:  Office  of  the  Comptroller  as  defined  by  MGL  C  7A 
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8.5      FS  Form  -  Sale  of  an  Asset 


POLICY: 


An  FS  form  is  to  be  used  to  record  all  sales  of  a  fixed  asset  acquired  by  a 
proprietary  fund  in  a  department  within  the  Commonwealth.  An  FS  form 
will  also  be  used  when  an  asset  is  sold  by  an  independent  entity  which 
maintains  it's  fixed  assets  on  MMARS.  The  FS  transaction  will  then 
calculate  a  gain  or  loss  on  the  sale  of  the  asset  in  accordance  with 
Governmental  Generally  Accepted  Accounting  Principles,  as  well  as 
facilitating  the  removal  of  the  asset  from  MMARS. 


PURPOSE:        To  have  a  unique  transaction  form  to  enter  accounting  and  other  asset 
information  into  the  Fixed  Asset  Subsystem. 

COMPLIANCE:  Office  of  the  Comptroller  as  defined  by  MGL  C  7A;  Governmental 
Generally  Accepted  Accounting  Principles 


Note: 


This  transaction  is  not  available  to  Departments. 

Currently  an  FD  transaction  is  used  when  an  asset  is  sold 
from  non-proprietary  funds  (  see  sec.  8.4  ). 


8.5.1   Partial  Sale  of  an  Asset 


POLICY: 


An  FS  form  is  to  be  used  to  record  a  partial  sale  of  a  fixed  asset  (e.g.  a 
segment  of  a  tract  of  land).  When  a  partial  sale  occurs  all  of  the  policies 
and  procedures  for  form  use  apply  in  the  same  manner  as  mentioned 
previously  for  a  full  sale. 


PURPOSE:        To  have  a  unique  transaction  form  to  enter  accounting  and  other  asset 
information  into  the  Fixed  Asset  Subsystem. 

COMPLIANCE:  Office  of  the  Comptroller  as  defined  by  MGL  C  7A 
8.6      FT  Form  -  Transfers 


POLICY: 


An  FT  form  is  to  be  used  to  record  transfers  of  a  fixed  asset  by  one 
department  of  the  Commonwealth  to  another.  A  FT  is  only  used  to  report 
a  change  in  custodial  responsibility  of  an  asset. 


PURPOSE:        To  have  a  unique  transaction  form  to  enter  accounting  and  other  asset 
information  into  the  Fixed  Asset  Subsystem. 

COMPLIANCE:  Office  of  the  Comptroller  as  defined  by  MGL  C  7A 
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8.6.1   Partial  Transfer  of  an  Asset 

POLICY:  When  a  partial  transfer  of  an  asset  occurs  (e.g.  transfer  of  a  section  of  land 

from  one  department  to  another)  the  original  department  retains  the 
original  fixed  asset  number  and  the  receiving  department  shall  acquire  a 
new  and  unique  number  for  its  acquired  asset.  The  FT  has  not  been 
programmed  to  process  partial  transfers  to  other  Commonwealth 
departments.  In  the  event  of  a  partial  transfer  of  land,  please  contact  the 
Office  of  the  Comptroller  for  guidance  prior  to  recording  the  transfer.  In 
the  event  of  a  partial  transfer  of  land  the  transferring  department  will 
process  a  partial  disposition  in  MMARS  using  the  FD  transaction.  A 
reference  will  be  made  in  the  "Disposal  Authority"  field  that  the  asset  was 
transferred  to  the  receiving  Commonwealth  department.    Disposition 
Code  =  T.  The  receiving  Commonwealth  department  will  process  an  FA 
transaction  in  the  fixed  asset  subsystem  resulting  in  a  new  statewide  fixed 
asset. 

The  "Department  Asset  Description"  field  will  reference  that  the  asset  was 
transferred  from  department  XXX  and  any  legal  citation  available. 

PURPOSE:        To  maintain  a  consistency  and  audit  trial  for  the  management  of  the  asset. 
COMPLIANCE:  Department 
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Appendix  I 

The  following  are  Fixed  Asset  Transaction  Forms  and  Form  Completion  Instructions  for: 

FA  Form  -  Acquisition 
FB  Form  -  Betterment 
FC  Form  -  Change 
FD  Form  -  Disposition 
FT  Form  -  Transfers 
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Fixed  Asset  Transactions  FA 

Form  Completion  Instructions 

The  instructions  below  specify  how  the  Fixed  Asset  Acquisition  Input  Form  should  be 
completed.  This  form  must  be  used  to  report  the  acquisition  of  all  land  regardless  of  cost;  and  all 
buildings  and  equipment  with  an  original  cost  of  $15,000  or  more  (  GAAP  Fixed  Assets  ).  Land 
and  buildings  acquired/constructed  as  part  of  a  project  managed  by  DCPO  will  be  recorded  to  the 
fixed  asset  subsystem  via  a  FA  produced  by  PARS. 

FIELD  NAME  AND  CODING  INSTRUCTIONS 

(1)  DEPARTMENT/ORGANIZATION  NAME 

Required.  Enter  the  name  of  the  department  and  organizational  unit  preparing  this  form. 

DOCUMENT  ID 

Required.  Enter  the  document  identification  number  which  is  composed  of: 

TRANS 

the  preprinted  transaction  code  (FA  for  Fixed  Asset  Acquisition); 

(2A)  DEPT 

the  three  position  alpha  code  for  the  department  responsible  for  this  transaction: 

(2B)  R/ORG 

the  four  position  code  for  the  organizational  unit  responsible  for  this  transaction: 

(2C)  NUMBER 

the  seven  position  number  assigned  to  this  document  (see  Chapter  3  of  the  MMARS 
Procedure  Manual  concernina  rules  for  the  assianment  of  transaction  document 
numbers). 

(3)  TRANSACTION  DATE 

Required.  Enter  the  date  you  want  associated  with  this  form  (usually  the  current  date)  in 
month-day-year  format  (e.g;.  April  1.  1997  is  entered  as  04  01  97). 

(4)  ACCOUNTING  PERIOD 

System  generated;  inferred  from  transaction  date. 
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(5)  CAT  CODE  -  Do  Not  Use. 

(6)  SW  FA  NUMBER 

Required.  In  combination  with  the  Recording  Year,  FA  Type,  and  system  generated  FA  Number, 
this  forms  the  unique  identifier  of  the  fixed  asset.  Three  part  format  is: 

(6A)  RECORDING  YEAR 

the  two  position  number  that  represents  the  fiscal  year  the  fixed  asset  is  being  recorded 
(e.g.,  1997  is  entered  as  97) 

(6B)  FA  TYPE 

the  one  position  alpha  code  that  identifies  the  type  of  fixed  asset  being  recorded.  Type 
must  be  valid  on  the  Fixed  Asset  Type  Table  (FATP); 

(6C)  FA  NUMBER 

Protected  Field  (cannot  be  entered) 

the  six  position  system  generated  number  used  to  form  the  unique  identifier  of  the  fixed 
asset. 

(7)  FA  TYPE 

Required.  The  one  position  alpha  code  that  identifies  the  type  of  fixed  asset  being  recorded.  Type 
must  be  valid  on  the  Fixed  Asset  Type  Table  (FATP). 

(8)  FA  GROUP 

Required.  Enter  the  four  position  fixed  asset  group  code  which  best  describes  the  asset.  This  field 
is  used  to  identify  the  fixed  asset  on  a  more  detailed  level  than  fixed  asset  type.  Must  be  valid  in 
the  Fixed  Asset  Group  Table  (FGRP).  If  you  cannot  find  a  group  code  which  best  describes  this 
asset,  call  the  Comptroller's  Capital  Accounting  Bureau. 

(9)  FA  LOCATION 

Required.  Enter  the  four  position  location  of  the  fixed  asset.  Must  be  valid  in  the  Fixed  Asset 
Location  Table  (FLOC). 
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(10)  FUND 

Required.  Enter  the  three  position  fund  from  which  the  asset  was  purchased.  If  this  asset  was 
acquired  through  a  gift  or  donation,  use  the  general  fund.  Must  be  valid  in  the  Fund  Table 
(FUND). 

(11)  RPTG 

Required  -  IF:  (1)  the  FUND  (field  10  above)  is  100  (Federal  Grant),  the  200  series 

(Capital  Projects),  300  (Expendable  Trust),  900,  901  or  902  (Higher 
Education  Trust) 

AND:  (2)  the  sub-fund  indicator  is  "Y"  in  the  FUND  Table. 

Use  the  reporting  category  found  in  the  ASTA  Table  for  the  appropriation  from  which  the  asset 
was  purchased. 

Optional.  This  four  position  reporting  category  code  may  be  required  by  your  department.  Refer 
to  the  Reporting  Category  Table  (RPTG)  for  a  list  of  valid  codes  for  your  department. 

(12)  DEPT 

Required,  the  three  position  alpha  code  for  the  department  responsible  for  this  transaction. 

(13)  ORG 

Required.  Enter  the  four  position  code  for  the  organization  which  is  primarily  responsible  for  the 
fixed  asset. 

(14)  PROGRAM 

Optional.  Required  if  your  department  requires  you  to  enter  this  information.  Enter  the  four 
position  program  code  associated  with  the  purchase  of  this  asset.  The  program  code  must  be 
valid  in  the  Program  Table  (PROG). 

(15)  OBJECT 

Required.  Enter  the  three  position  code  that  was  used  on  the  payment  transaction  associated  with 
the  acquisition  of  this  asset.  If  the  asset  was  a  gift  or  donation,  enter  the  object  code  that  would 
have  been  used  on  the  payment  transaction  if  this  asset  had  been  purchased. 

(16)  ACQ  DATE 

Required.  Enter  the  date  that  the  fixed  asset  was  acquired  in  MM  DD  YYYY  format  (e.g..  April 
1.  1997  is  entered  as  04  01  1997). 
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(17)  ACQ  METHOD 

Required.  Enter  the  one  position  alpha  code  for  the  method  of  acquisition.  Must  be  valid  in  the 
Fixed  Asset  Acquisition/Disposition  Method  Table  (FADM).  Under  ACQ/Disp  code  A 

(18)  PROJECT  CODE  -  Do  Not  Use. 

(19)  CIP  FLAG  -  Do  Not  Use 

(20)  SERIAL  NUMBER 

Required  for  a  fixed  asset  with  a  FA  TYPE  of  E  (equipment),  K  (computer)  or  V  (vehicle  -  which 
includes  air,  land  and  water  vessels). 

Optional  for  a  fixed  asset  with  a  FA  TYPE  or  H  (artwork,  paintings,  monuments,  landmarks, 
etc.). 

Not  Allowed  for  a  fixed  asset  with  a  FA  TYPE  of  B  (building),  or  L  (land). 
This  field  can  be  a  maximum  of  twenty-two  positions. 

(21)  MANUFACTURER 

Required  for  a  fixed  asset  with  a  FA  TYPE  of  E  (equipment),  K  (computer)  or  V  (vehicle  -  which 
includes  air.  land  and  water  vessels). 

Optional  for  a  fixed  asset  with  a  FA  TYPE  of  H  (artwork,  paintings,  monuments,  landmarks, 
etc.). 

Not  Allowed  for  a  fixed  asset  with  a  FA  TYPE  of  B  (building),  or  L  (land). 
This  field  can  be  a  maximum  of  twenty  positions. 

(22)  VENDOR  CODE 

Optional.  Enter  the  thirteen  position  code  of  the  vendor  from  whom  the  fixed  asset  was 
purchased.  Must  be  valid  in  the  Vendor  Table. 

(23)  MODEL  NUMBER 

Required  for  a  fixed  asset  with  a  FA  TYPE  of  E  (equipment),  K  (computer)  or  V  (vehicle  -  which 
includes  air.  land  and  water  vessels). 

Optional  for  a  fixed  asset  with  a  FA  TYPE  of  H  (artwork,  paintings,  monuments,  landmarks, 
etc.). 
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Not  Allowed  for  a  fixed  asset  with  a  FA  TYPE  of  B  (Building),  or  L  (land). 
This  field  can  be  a  maximum  of  fifteen  positions. 

(24)  VENDOR  NAME 

Optional.  The  vendor  name  will  be  inferred  from  the  vendor  code  (field  #22  above)  if  a  vendor 
code  was  entered  on  the  input  form.  However,  if  this  field  is  entered,  it  will  allow  for  additional 
verification  of  the  vendor  code.  Enter  the  thirty  position  vendor  name. 

(25)  PLAT  NUM 

Required  for  a  fixed  asset  with  a  FA  TYPE  of  B  (building),  or  L  (land).  Enter  the  ten  position 
book/page  number  recorded  at  the  Registry  of  Deeds. 

Not  Allowed  (this  field  must  be  blank)  for  all  other  types  of  fixed  assets. 

(26)  AREA 

Required  for  a  fixed  asset  with  a  FA  TYPE  of  B  (building)  or  L  (land).  Format  must  be  entered 
as  follows: 

L(land)  -  May  enter  a  maximum  of  four  positions  to  the  right  of  the 

decimal.  Enter  figure  representing  ACREAGE. 

B(building)     -  May  enter  a  maximum  of  two  positions  to  the  right  of  the  decimal. 

Enter  figure  representing  SQ.  FT. 

Not  Allowed  (this  field  must  be  blank)  for  all  other  types  of  fixed  assets. 

This  field  can  be  a  maximum  of  fourteen  positions. 

(27)  USER  DEPT 

Do  not  use.  reserved  for  (PARS)  project  accounting  and  report  system. 

(28)  Facility 

Do  not  use.  reserved  for  PARS 

(29)  PURCH  AUTH 

Optional.  Enter  the  sixteen  position  purchase  order  number  used  to  purchase  the  fixed  asset. 
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(30)      IN  SERVICE  DATE 

Optional.  Enter  the  date  that  the  fixed  asset  was  put  into  service  in  MM  DD  YYYY  format  (e.g., 
April  1,  1997  is  entered  as  04  01  1997). 


(31)  VALUATION  DATE 

Do  Not  Use.  This  field  may  be  used  by  CTR  (Capital  Bureau)  to  record  replacement  date. 

(32)  VALUATION  AMT 

Do  Not  Use.  This  field  may  be  used  by  CTR  (Capital  Bureau)  to  record  replacement  value. 

(33)  UNITS 

Do  Not  Use.  This  field  currently  defaults  to  one  and  is  pre-printed  on  the  form. 

(34)  CLOSING  COSTS 

Optional.  For  a  fixed  asset  with  a  FA  TYPE  of  E  (equipment)  or  V  (vehicle),  this  field  must  be 
blank.  Enter  the  portion  of  the  total  asset  cost  that  is  associated  with  legal  fees,  commissions,  etc. 
This  amount  is  included  in  the  Total  Asset  Cost. 

(35)  USEFUL  LIFE 

Not  in  use  at  this  time.  Must  be  left  blank. 

(36)  REPL  DATE 

Not  Allowed  for  a  fixed  asset  with  a  FA  TYPE  of.  H  (landmark),  or  L  (land). 

Optional  for  all  other  fixed  asset  types.  Enter  the  expected  replacement  date  of  the  fixed  asset  in 
MM  DD  YYYY  format  (e.g..  April  1.  1997  is  entered  as  04  01  1997). 

(37)  SALVAGE  VALUE 

Not  Allowed  for  a  fixed  asset  with  a  FA  TYPE  of  B(Building),  H  (landmark),  or  L  (land). 

Optional  for  all  other  fixed  asset  types.  Enter  the  fourteen  position  number  for  the  salvage  value 
of  the  fixed  asset.  This  number  will  be  used  by  the  depreciation  process. 

(38)  DEPR  METHOD 

Not  in  use  at  this  time.  Must  be  left  blank. 
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(39)  MEMO  ASSET  VALUE 

Do  Not  Use  -  protected  field. 

(40)  SW  ASSET  DESCRIPTION 

Required.  A  thirty  position  description  of  the  fixed  asset  must  be  entered. 

(41)  FUNDING  SOURCE 

Optional.  Enter  a  thirty  position  description  of  the  fund  that  was  used  to  purchase  this  asset. 

(42)  TOTAL  ASSET  COST 

Required.  Enter  the  total  acquisition  cost  for  this  asset.  (Round  to  the  nearest  whole  dollar) 

(43)  I/D  INDICATOR       Not  in  use 

(44)  Type  -  Protected  field 

(45)  Equity  Acct.  -  Protected  field 

(46)  ASSET  COST 

Required.  Enter  the  acquisition  cost  for  this  asset.  The  amount  entered  here  must  be  the  same  as 
the  amount  entered  for  the  total  asset  cost  [field  (40)  above]. 

(47)  DEPT  ASSET  NUMBER 

Optional.  A  twenty-four  position  field  that  departments  can  use  to  further  identify  the  asset. 

(48)  DEPT  ASSET  DESC 

Optional.  A  twenty-four  position  field  that  departments  can  use' to  further  describe  the  asset. 
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Fixed  Asset  Transactions  FB 

Form  Completion  Instructions 

The  instructions  below  specify  how  the  Fixed  Asset  Betterment  Input  Form  is  completed.  This 
form  must  be  used  for  any  and  all  improvements  with  a  cost  of  $15,000  (  GAAP  Fixed  Assets  ) 
or  more  also  on  any  and  all  improvements  regardless  whether  the  cost  of  the  original  asset  is 
$1 5,000  or  more.  Betterments  done  to  buildings  and  land  assets  as  part  of  a  project  managed  by 
DCPO  will  be  recorded  to  the  fixed  asset  subsystem  via  a  FB  produced  by  PARS. 

FIELD  NAME  AND  CODING  INSTRUCTIONS 
(1)        DEPARTMENT/ORGANIZATION  NAME 

Required.  Enter  the  name  of  the  department  and  organizational  unit  preparing  this  form. 
DOCUMENT  ID 

Required.  Enter  the  document  identification  number  which  is  composed  of: 

TRANS 

the  preprinted  transaction  code  (FB  for  Fixed  Asset  Betterment): 

(2A)  DEPT 

the  three  position  alpha  code  for  the  department  responsible  for  this  transaction; 

(2B)  R/ORG 

the  four  position  code  for  the  organizational  unit  responsible  for  this  transaction: 

(2C)  NUMBER 

the  seven  position  number  assigned  to  this  document  (see  Chapter  3  of  the  MMARS 
Procedure  Manual  concerning  rules  for  the  assignment  of  transaction  document 
numbers). 

(3)        TRANSACTION  DATE 

Required.  Enter  the  date  you  want  associated  with  this  form  in  month-day-year  format  (e.g.. 
April  1.  1997is  entered  as  04  01  97). 
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(4)  ACCT  PRD 

System  generated,  inferred  from  transaction  date. 

(5)  DEPT 

Required.  Enter  the  three  position  alpha  code  for  the  department  responsible  for  this  transaction. 

(6)  FA  TYPE 

Required.  The  one  position  alpha  code  used  on  the  original  FA  being  recorded. 

(7)  SW  FA  NUMBER 

Required.  Enter  the  SWF  A  number  of  the  asset  being  bettered  or  improved. 

(8)  BETTERMENT  NUMBER 

System  Generated.  A  two  position  number  for  this  betterment. 

(9)  ACQ  DATE 

Required.  Enter  the  date  that  the  betterment  was  acquired  in  MM  DD  YYYY  format  (e.g.,  April 
1.  1997  is  entered  as  04  01  1997). 

(10)  ACQ  METHOD 

Required.  Enter  the  one  position  alpha  code  for  the  method  of  acquisition  for  this  betterment. 
Must  be  valid  in  the  Fixed  Asset  Acquisition/Disposition  Method  Table  (FADM). 

(11)  FUND 

Required.  Enter  the  three  position  fund  from  which  the  betterment  was  purchased.  If  this 
betterment  was  acquired  through  a  gift  or  donation,  use  the  general  fund.  Must  be  valid  in  the 
Fund  Table  (FUND). 

(12)  RPTG 

Required  -  IF  (1)  the  FUND  (field  1 1  above)  is  100  (Federal  Grant),  the  200  series 

(Capital  Projects).  300  (Expendable  Trust).  900.  901  or  902  (Higher 
Education  Trust) 

AND:  (2)  the  sub-fund  indicator  is  "Y"  in  the  ASTA  Table. 
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Use  the  reporting  category  found  in  the  ASTA  Table  for  the  appropriation  from  which  the 
betterment  was  purchased. 

Optional.  This  four  position  reporting  category  code  may  be  required  by  your  department.  Refer 
to  the  Reporting  Category  Table  (RPTG)  for  a  list  of  valid  codes  for  your  department. 

(13)  PROGRAM 

Optional.  Required  if  your  department  requires  you  to  enter  this  information.  Enter  the  four 
position  program  code  associated  with  the  purchase  of  this  betterment.  The  program  code  must 
be  valid  in  the  Program  Table  (PROG). 

(14)  OBJECT 

Required.  Enter  the  three  position  code  that  was  used  on  the  payment  transaction  associated  with 
the  acquisition  of  this  betterment.  If  the  betterment  was  a  gift  or  donation,  enter  the  object  code 
that  would  have  been  used  on  the  payment  transaction  if  this  betterment  had  been  purchased. 

(15)  PROJECT  CODE 

Do  Not  Use. 

(16)  CIP  FLAG 
Do  Not  Use. 

(17)  SERIAL  NUM 

Required  for  a  betterment  with  a  FA  TYPE  of  E  (equipment).  K  (computer)  or  V  (vehicle  - 
which  includes  air.  land  and  water  vessels). 

Optional  for  a  betterment  with  a  FA  TYPE  of  H  (artwork,  paintings,  monuments,  landmarks, 
etc.). 

Not  Allowed  for  a  betterment  with  a  FA  TYPE  of  B  (building),  or  L  (land). 

This  field  can  be  a  maximum  of  twenty-two  positions. 

(18)  MANUFACTURER 

Required  for  a  betterment  with  a  FA  TYPE  of  E  (equipment).  K  (computer)  or  V  (vehicle  - 
which  includes  air.  land  and  water  vessels). 

Optional  for  a  betterment  with  a  FA  TYPE  of  or  H  (artwork,  paintings,  monuments,  landmarks, 
etc.). 

Not  Allowed  for  a  betterment  with  a  FA  TYPE  of  B  (building),  or  L  (land). 
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This  field  can  be  a  maximum  of  twenty  positions. 
(19)      VENDOR  CODE 

Optional.  Enter  the  thirteen  position  code  of  the  vendor  from  whom  the  betterment  was 
purchased.  Must  be  valid  in  the  Vendor  Table. 

20)       MODEL  NUMBER 

Required  for  a  betterment  with  a  FA  TYPE  of  E  (equipment),  K  (computer)  or  V  (vehicle  - 
which  includes  air,  land  and  water  vessels). 

Optional  for  a  betterment  with  a  FA  TYPE  of  H  (artwork,  paintings,  monuments,  landmarks, 
etc.). 

Not  Allowed  for  a  betterment  with  a  FA  TYPE  of  B  (building),  or  L  (land). 

This  field  can  be  a  maximum  of  fifteen  positions. 

(21)  VENDOR  NAME 

Required  only  if  a  vendor  code  (field  #22  above)  was  entered  on  the  input  form.  This  allows  for 
additional  verification  of  the  vendor  code.  Enter  the  thirty  position  vendor  name. 

Optional.  Not  required  for  data  entry;  the  vendor  name  will  be  inferred. 

(22)  IMPROVED  AREA 

Required  for  a  betterment  with  a  FA  TYPE  of  B  (building)  or  L  (land).  If  this  betterment 
increases  the  area  or  square  footage  of  the  original  asset,  enter  the  appropriate  number,  otherwise 
enter  zero.  Format  must  be  entered  as  follows: 

L(land)  -  May  enter  a  maximum  of  four  positions  to  the  right  of  the  decimal.  Enter  figure 
representing  ACREAGE. 

B(building)  -  May  enter  a  maximum  of  two  positions  to  the  right  of  the  decimal.  Enter  SQ.  FT. 

Not  Allowed  (this  field  must  be  blank)  for  all  other  types  of  betterment. 
This  field  can  be  a  maximum  of  fourteen  positions. 

(23)  PLAT  NUM 

Required  for  a  betterment  with  a  FA  TYPE  of  B  (building),  or  L  (land).  Enter  the  ten  position 
book/page  number  recorded  at  the  Registry  of  Deeds. 

Not  Allowed  (this  field  must  be  blank)  for  all  other  types  of  betterment. 
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(24)  PURCH  AUTH 

Optional.  Enter  the  sixteen  position  purchase  order  number  used  to  purchase  the  betterment. 

(25)  IN  SERVICE  DATE 

Optional.  Enter  the  date  that  the  betterment  was  put  into  service  in  MM  DD  YYYY  format  (e.g., 
April  1,  1997  is  entered  as  04  01  1997). 

(26)  UNITS 

Do  Not  Use.  This  field  currently  defaults  to  zero. 

27)       CLOSING  COSTS 

Optional.  For  a  betterment  with  a  FA  TYPE  of  E  (equipment)  or  V  (vehicle),  this  field  must  be 
blank.  Enter  the  portion  of  the  total  betterment  cost  that  is  associated  with  legal  fees, 
commissions,  etc.  This  amount  is  included  in  the  Total  Betterment  Cost. 

(28)  SALVAGE  VALUE 

Not  Allowed  for  a  betterment  with  a  FA  TYPE  of  B  (Building).  H  (landmark),  or  L  (land). 

Optional  for  all  other  betterment  types.  Enter  the  fourteen  position  number  for  the  salvage  value 
of  the  betterment.  This  number  will  be  used  by  the  depreciation  process. 

(29)  SW  BETTERMENT  DESCRIPTION 

Required  A  thirty  position  description  of  the  betterment  must  be  entered. 

(30)  TOTAL  BETTERMENT  COST 

Required.  Enter  the  total  betterment  cost  for  this  betterment.  Round  to  whole  dollar  and  include 
closing  costs  if  any. 

(31)  Equity  Account 

Protected  field,  no  data  entry  allowed. 

(32)  BETTERMENT  COST 

Required.  Enter  the  betterment  cost  for  this  betterment.  The  amount  entered  here  must  be  the 
same  as  the  amount  entered  for  the  total  betterment  cost  [field  (30)  above]. 
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(33)  DEPT  BETTERMENT  NUMBER 

Optional.  A  twenty-four  position  field  that  departments  can  use  to  further  identify  the  betterment. 

(34)  DEPT  BETTERMENT  DESC 

Optional.  A  twenty-four  position  field  that  departments  can  use  to  further  describe  the 
betterment. 
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Fixed  Asset  Transaction  FC 

Form  Completion  Instructions 

The  instructions  below  specify  how  the  Fixed  Asset  Modification  Input  Form  should  be 
completed.  This  form  is  used  only  to  change/modify  erroneous  or  omitted  information 
previously  entered  into  the  system.  It  is  not  to  be  used  to  enter  a  betterment,  transfer,  or  any  item 
that  one  of  the  other  existing  forms  are  designed  to  accomplish.  The  error  free  FC  will  go  to 
PEND  5  status.  The  FC  and  supporting  documentation  must  be  sent  to  the  Office  of  the 
Comptroller's  Capital  Accounting  Bureau  for  approval. 

The  department ,  fixed  asset  type,  statewide  fixed  asset  (SW  FA)  number  and  betterment  number 
that  is  entered  determines  which  asset  and  betterment  is  to  be  modified.  There  are  two  ways  to 
change  information.  One  is  to  replace  the  data  in  a  field.  FBT1 ,  betterment  00,  asset  type  L  has 
object  N 15,  the  correct  object  is  N16;  the  department  prepares  an  FC  for  betterment  00  with 
object  N16.  Once  the  FC  is  in  done  status  the  FBT1  for  betterment  00  will  display  object  N16. 
The  second  is  to  erase/delete  information.  Asset  type  V,  betterment  02.  FBT2  has  program  1515. 
The  department  prepares  an  FC  for  betterment  02  of  the  asset  and  puts  an  *  (asterisk)  in  the 
program  field.  Once  the  FC  is  in  done  status,  FBT2  for  betterment  02  will  display  the  program 
field  as  blank. 

While  asset  type  and  betterment  number  are  the  main  factors  that  determine  whether  or  not  a 
field  can  be  changed  and  or  deleted,  some  fields  can  never  be  erased/deleted.  The  dollar  fields 
Revised  Asset/Betterment  Cost  and  Revised  asset  Cost  will  not  accept  an  *  (asterisk),  they  can 
be  changed  to  0.00  or  another  dollar  value.  However,  the  dollar  field  Closing  Costs  can  be 
erased/deleted  with  an  *  (  asterisk).  Date  fields  such  as  In  Service  Date.  also,  will  not  accept  an 
*  (asterisk),  thev  can  onlv  be  changed  to  another  date. 

— 

The  only  required  fields  for  FC  data  entry  are  Document  ID.  Trans  Date.  Dept.  FA  Type.  SW  FA 
Number  and  Betterment  Number.  All  other  fields  are  optional,  and  only  those  fields  you 
specifically  want  to  modify'  should  be  date  entered.  The  fields  to  be  modified  can  either  be 
changed  by  replacing  old  data  or  erased/deleted  by  placing  an  *  (  asterisk). 
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FIELD  NAME  AND  CODING  INSTRUCTIONS 

(1)  DEPARTMENT/ORGANIZATION  NAME 

Required.  Enter  the  name  of  the  department  and  organizational  unit  preparing  this  form. 

(2)  DOCUMENT  ID 

Required.  Enter  the  document  identification  number  with  is  composed  of : 

TRANS 

the  preprinted  transaction  code  (FC  for  Fixed  Asset  Modification); 

(2A)  DEPT 

the  three  position  alpha  code  for  the  department  responsible  for  this  transaction; 

(2B)  R/ORG 

the  four  position  code  for  the  organizational  unit  responsible  for  this  transaction; 

(2C)  NUMBER 

the  seven  position  number  assigned  to  this  document  (see  Chapter  3  of  the  MMARS 
Procedures  Manual  concerning  rules  for  the  assignment  of  transaction  document 
numbers). 

(3)  TRANSACTION  DATE 

Required.  Enter  the  date  you  want  associated  with  this  form  (usually  the  current  date)  in  month- 
date-year  format  (e.g..  April  1.  1997  is  entered  as  04  01  97). 

(4)  ACCOUNTING  PRD 

Svstem  generated:  inferred  from  transaction  date. 


(5)  DEPT 

Required.  Enter  the  three  position  alpha  code  for  the  department  responsible  for  this  transaction. 

(6)  FA  TYPE 

Required.  The  one  position  alpha  code  of  the  fixed  asset  being  modified. 
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(7)  SW  FA  NUMBER 

Required.  In  combination  with  the  recording  year,  FA  type  and  FA  number,  this  forms  the 
unique  identifier  of  the  Fixed  Asset.  Enter  the  SWFA  number  of  the  fixed  asset  being  changed 
or  modified. 

(8)  BETTERMENT  NUMBER 

Required.  Enter  the  betterment  number  of  the  betterment  that  is  being  modified.  (NOTE:  if  the 
original  asset  is  going  to  be  modified,  then  the  betterment  number  must  be  entered  as  "00".) 

(9)  FA  GROUP 

Enter  the  modified  four  position  fixed  asset  group  code  which  best  describes  the  asset.  This  field 
is  used  to  identify  the  fixed  asset  on  a  more  detailed  level  than  fixed  asset  type.  Must  be  valid  in 
the  fixed  Asset  Group  Table  (FGRP).  If  you  cannot  find  a  group  code  which  best  describes  this 
asset,  call  the  Comptroller's  Capital  Accounting  Bureau. 


For: 

Betterment 

Changes 

Erasures/Deletions 

00 

Allowed 

Not  Allowed 

01  and  above 

Not  Allowed 

Not  Allowed 

(10) 

FALOC 

Enter  the  modified  four  position  location  of  the  fixed  asset.  Must  be  valid  in  the  Fixed  Asset 
Location  Table.  (FLOC). 


For: 

Betterment 

Changes 

Erasures/Deletions 

00 

Allowed 

Not  Allowed 

0 1  and  above 

Not  Allowed 

Not  Allowed 

(ID 

FUND 

Enter  the  modified  three  position  fund  from  which  the  asset  was  purchased.  If  this  asset  was 
acquired  through  a  gift  or  donation,  use  the  general  fund.  Must  be  valid  in  the  Fund  Table 
(FUND). 

For:      Betterment  Changes  Erasures/Deletions 

■— 

00  Allowed  Not  Allowed 

01  Allowed  Not  Allowed 
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(12)      RPTG 

Enter  the  modified  four  position  reporting  category.  If  required  by  the  system,  use  the  reporting 
category  found  in  the  ASTA  Table  for  the  appropriation  from  which  the  asset  was  purchased;  if 
required  by  your  department  refer  to  the  Reporting  Category  Table  (RPTG)  for  valid  codes  for 
your  department. 

Required  -    IF:      (1)  the  FUND  (field  10  above)  is  100  (Federal  Grant),  the  200  series  (Capital 

Projects),  300  (Expendable  Trust),  900,  901  or  902  (Higher  Education  Trust) 

AND:  (2)  the  sub-fund  indicator  is  "Y"  in  the  FUND  Table 

Optional.  This  four  position  reporting  category  code  may  be  required  by  your  department. 
Refer  to  the  Reporting  Category  Table  (RPTG)  for  a  list  of  valid  codes  for  your  department. 


For:      Betterment 


00 

0 1  and  above 


Changes 


Erasures/Deletions 


Allowed 
Allowed 


Not  Allowed  if  Required 
Not  Allowed  if  Required 


(13)      ORG 

Enter  the  modified  four  position  code  for  the  organization  which  is  primarily  responsible  for  the 
fixed  asset.  The  organization  code  must  be  valid  in  the  Organization  Table  (ORGN). 


For:      Betterment 


00 

0 1  and  above 


Changes 


Allowed 
Not  Allowed 


Erasures/Deletions 


Not  Allowed 
Not  Allowed 


(14)      PROGRAM 

Required  if  your  department  requires  you  to  enter  this  information.  Enter  the  modified  four 
position  program  code  associated  with  the  purchase  of  this  asset.  The  program  code  must  be 
valid  in  the  Program  Table  (PROG). 


For:      Betterment 


00 

0 1  and  above 


Changes 


Allowed 
Allowed 


Erasures/Deletions 


Allowed 
Allowed 
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(15)      OBJECT 

Enter  the  modified  three  position  code  that  was  used  on  the  payment  transaction  associated  with 
the  acquisition  of  this  asset.  If  the  asset  was  a  gift  or  donation,  enter  the  object  code  that  would 
have  been  used  on  the  payment  transaction  if  this  asset  had  been  purchased. 


For:      Betterment 


Changes 


Erasures/Deletions 


00 

01  and  above 


Allowed 
Allowed 


Not  Allowed 
Not  Allowed 


(16)      ACQ  DATE 

Enter  the  modified  date  that  the  fixed  asset  was  acquired  in  MMDD  YYYY  format  (e.g.,  April  1 , 
1 997  is  entered  as  04  0 1  1 997) 


For:      Betterment 


Changes 


Erasures/Deletions 


00 
01 


Allowed 
Allowed 


Not  Allowed 
Not  Allowed 


(17)      ACQ  METHOD 

Enter  the  modified  one  position  alpha  code  for  the  method  of  acquisition.  Must  be  valid  in  the 
Fixed  Asset  Acquisition/Disposition  Method  Table  (FADM). 


For:      Betterment 


Changes 


00 

0 1  and  above 


Allowed 
Allowed 


Erasures/Deletions 


Not  Allowed 
Not  Allowed 


(18)      PROJECT  CODE 


Do  Not  Use. 


(19)      CIP  FLAG 


Do  Not  Use 
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(20)      SERIAL  NUMBER 

Enter  the  modified  serial  number  for  a  fixed  asset  with  a  FA  TYPE  of  E  (equipment),  K 
(computer),  V  (vehicle-which  includes  air,  land  and  water  vessels)  or  H  (artwork,  paintings, 
monuments,  landmarks,  etc.). 

This  field  can  be  a  maximum  of  twenty-two  positions. 


For:      Betterment 


00 


01  and  above 


Changes 


Erasures/Deletions 


Allowed  for  asset  types 

E,  K,  V,  &  H. 

Not  Allowed  for  asset  types 

B&L 

Allowed  for  asset  types 

E,  K,  V  &  H 

Not  Allowed  for  asset  types 

B&L 


Allowed  for  asset  type  H 

Not  Allowed  for  asset  types  E,  K, 

V,  B&L 

Allowed  for  asset  type  H 

Not  Allowed  for  asset  types 
E,  K,  V,  B  &  L 


(21)      MANUFACTURER 

Enter  the  modified  manufacturer  for  a  fixed  asset  with  a  FA  TYPE  of  E  (equipment),  K 
(computer),  V  (vehicle  -  which  includes  air,  land  and  water  vessels),  or  H  (artwork,  paintings, 
monuments,  landmarks,  etc.). 

This  field  can  be  a  maximum  of  twenty  positions. 


For:      Betterment 


00 


0 1  and  above 


Chanaes 


Erasures/Deletions 


Allowed  for  asset  types 

E.  KV&H 

Not  Allowed  for  asset  types 

B&L 

Allowed  for  asset  types 

E.  K.  V  &  H 

Not  Allowed  for  asset  types 

B&L 


Allowed  for  asset  types 

H 

Not  Allowed  for  asset  types 

E.  K.  V.  B  &  L 

Allowed  for  asset  type  H 

Not  Allowed  for  asset  types 
E.  K.  V.  B  &  L 
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(22)      VENDOR  CODE 

Enter  the  modified  thirteen  position  code  of  the  vendor  from  whom  the  fixed  asset  was 
purchased.  Must  be  valid  in  the  Vendor  Table. 


For:      Betterment 


Changes 


Erasures/Deletions 


00 


Allowed 


Allowed 


0 1  and  above 


Allowed 


Allowed 


(23)      MODEL  NUMBER 

Enter  the  modified  model  number  for  a  fixed  asset  with  a  FA  TYPE  of  E  (equipment),  K 
(computer),  V  (vehicle  -  which  includes  air,  land  and  water  vessels),  or  H  (  artwork,  paintings, 
monuments,  landmarks,  etc.). 

This  field  can  be  a  maximum  of  fifteen  positions. 


For:      Betterment       Changes 

00  Allowed  for  asset  types  E,  K,  V 
&H 

Not  Allowed  for  asset  types  B 
&L 

01  and  Above  Allowed  for  asset  types  E.  K.  V 

&H 

Not  Allowed  for  asset  types  B 

&L 


Erasures/Deletions 
Allowed  for  asset  type  H 

Not  Allowed  for  asset  types  E,  K,  V, 
B&L 

Allowed  for  asset  types  H 


Not  Allowed  for  asset  types  E,  K,  V 
B&L 


(24)  VENDOR  NAME 

The  vendor  name  will  be  inferred  from  the  vendor  code  (field  #  22  above)  if  a  vendor  code 
change  or  erasure/deletion  was  entered  on  the  input  form.  However,  if  this  field  is  entered,  it  will 
allow  for  additional  verification  of  the  vendor  code.  Enter  the  modified  thirty  position  vendor 
name. 

(25)  UNITS 

This  field  defaulted  to  one  on  the  FA  and  zero  on  the  FB. 


For:      Betterment       Changes 

00  Allowed 

0 1  and  above   Allowed 


ErasureslDeletions 
Not  Allowed 
Not  Allowed 
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(26)      AREA 

Enter  the  modified  area  for  a  fixed  asset  with  a  FA  TYPE  of  B  (building)  or  L  (land).  Format 
must  be  entered  as  follows: 

L  (land)  -         May  enter  a  maximum  of  four  positions  to  the  right  of  the  decimal.  Enter  figure 
representing  ACREAGE. 

B  (building)  -  May  enter  a  maximum  of  two  positions  to  the  right  of  the  decimal.  Enter  figure 
representing  SQ.  FT. 

This  field  can  be  a  maximum  of  fourteen  positions. 


For:      Betterment         Changes 

i       ■  i.  s 

00  Allowed  for  asset  types  B  and  L 
Not  Allowed  for  all  other  asset  types 

01  and  above  Allowed  for  asset  types  B  and  L 

Not  Allowed  for  all  other  asset  types 


Erasures/Deletions 
Not  Allowed 


Not  Allowed 


(27)      PLAT  NUMBER 

Enter  the  modified  plat  number  for  a  fixed  asset  with  a  FA  TYPE  of  B  (building)  or  L  (land). 
Enter  the  new  ten  position  book/page  number  recorded  at  the  Registry  of  Deeds. 


For:      Betterment 


Changes 

00  Allowed  for  asset  types 
BorL 

Not  Allowed  for  all  other 
asset  types 

0 1  and  above   Allowed  for  asset  types 

BorL 


Erasures/Deletions 
Not  Allowed 


Not  Allowed 


Not  Allowed  for  all  other  asset  types 

(28)      PURCH  AUTH 

Enter  the  modified  purchase  order  number  used  to  purchase  the  fixed  asset.  This  field  can  be  a 
maximum  of  sixteen  positions. 


For:      Betterment 
00 
0 1  and  above 


Changes 
Allowed 
Allowed 


Erasures/Deletions 

Allowed 

Allowed 
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(29)  IN  SERVICE  DATE 

Enter  the  modified  date  that  the  fixed  asset  was  put  into  service  in  MM  DD  YYYY  format  (e.g., 
April  1,  1997  is  entered  as  04  01  1997). 

For:      Betterment  Changes  Erasures/Deletions 

00  Allowed  Not  Allowed 

01  and  above  Allowed  Not  Allowed 

(30)  VALUATION  DATE 

Do  Not  Use.  This  field  may  be  used  by  CTR  (capital  unit)  to  record  replacement  date. 

(31)  VALUATION  AMT 

Do  Not  Use.  This  field  may  be  used  by  CTR  (capital  unit)  to  record  replacement  value. 

(32)  USEFUL  LIFE 

Not  in  use  at  this  time.  Must  be  left  blank 

(33)  REPLACEMENT  DATE 
Do  Not  Use. 

(34)  SALVAGE  VALUE 
Do  Not  Use. 

(35)  DEPRECIATION  METHOD 
Not  in  use  at  this  time.  Must  be  left  blank. 
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(36)      CLOSING  COSTS 

Enter  the  new  closing  costs  (portion  of  the  revised  asset/betterment  cost  that  is  associated  with 
legal  fees,  commissions,  etc. ). 


For:      Betterment       Changes 

00  Allowed  except  for  asset 
types  E  &  V 

01  and  above   Allowed  except  for  asset 

types  E  &  V 

(37)      SW  ASSET  DESCRIPTION 


Erasures/Deletions 
Allowed  except  for  asset 
types  E  &  V 
Allowed  except  for  asset 
types  E  &  V 


Enter  the  modified  description  of  the  fixed  asset.  This  field  can  be  a  maximum  of  thirty 
positions. 


For:      Betterment       Changes 

00  Allowed 

01  and  above    Allowed 


Erasures/Deletions 

Allowed 

Allowed 


(38)      FUNDING  SOURCE 

Enter  the  modified  description  of  the  fund  that  was  used  to  purchase  this  asset.  This  field  can  be 
a  maximum  of  thirty  positions. 


For:      Betterment       Changes 


00 
01 


Allowed 
Allowed 


Erasures/Deletions 

Allowed 

Allowed 


(39)      REVISED  ASSET/BETTERMENT  COST 

Enter  the  revised  cost  for  this  asset/betterment,  replaces  the  original  cost.  Round  to  whole  dollar. 


For:      Betterment       Changes 


00 


Allowed 


01  and  above    Allowed 


Erasures/Deletions 

Not  Allowed  (can  be  reduced  to  0.00.  which  is  a 

change) 

Not  Allowed  (can  be  reduced  to  0.00.  which  is  a 

change) 


(40)      USER  DEPT 


Do  Not  Use.  Leave  blank. 
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(41)  FACILITY 

Do  Not  Use.  Leave  blank. 

(42)  DISPOSAL  AUTH 

Bett  "00"  only.  Changes  only.  No  Deletion/erasure 

(43)  MEMO  ASSET  VALUE 
Protected  Field. 

(44)  DISPOSAL  METHOD 

One  character  code  must  be  valid  in  FADM  Table  under  ACO/Disp  code  "D" 
Bett  "00"  only.  Change  only.  No  Deletion/Erasure 

(45)  SELLING  PRICE 

Not  in  use  at  this  time.  Must  be  left  blank. 

(46)  DISPOSAL  DATE 

Must  be  less  than  <  or  =  Current  Date 
Must  be  greater  than  >  Acquisition  Date 

Bett  "00"  only.  Change  only.  No  Deletion/Erasure 

(47)  EQUITY  ACCOUNT 
Protected  Field.  No  data  entry  allowed. 

(48)  REVISED  ASSET  BETTERMENT  COST 

Enter  the  revised  cost  for  this  asset/betterment.  The  amount  entered  here  must  be  the  same  as  the 
amount  entered  for  the  Revised  Asset/Betterment  Cost  [field  (39)  above].  Round  to  whole 
dollar. 


For:      Betterment       Changes 


00 


Allowed 


0 1  and  above   Allowed 


Erasures/Deletions 

Not  Allowed  (can  be  reduced  to  0.00.  which  is  a 

change) 

Not  Allowed  (can  be  reduced  to  0.00.  which  is  a 

change) 
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(49)  DEPT  ASSET  NUMBER 

Enter  the  modified  number  that  your  department  can  use  to  further  identify  the  asset.  This  field 
can  be  a  maximum  of  twenty-four  positions. 

For:      Betterment       Changes  Erasures/Deletions 

00  Allowed  Allowed 

01  and  above   Allowed  Allowed 

(50)  DEPT  ASSET  DESC 

Enter  the  modified  description  that  your  department  can  use  to  further  describe  the  asset.  This 
field  can  be  a  maximum  of  twenty-four  positions. 

For:      Betterment       Changes  Erasures/Deletions 

00  Allowed  Allowed 

0 1  and  above   Allowed  Allowed 
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Fixed  Asset  Transaction  FD 

The  instructions  below  specify  how  the  Fixed  Asset  Disposition  Input  Form  is  completed.  This 
form  is  used  to  record  assets  which  have  been  destroyed,  sold,  traded,  lost,  stolen,  or  transferred 
to  a  non-state  entity. 

FIELD  NAME  AND  CODING  INSTRUCTIONS 

(1)        DEPARTMENT/ORGANIZATION  NAME 

Required.  Enter  the  name  of  the  department  and  organizational  unit  preparing  this  form 
Required.  Enter  the  document  identification  number  which  is  composed  of: 

TRANS 

the  preprinted  transaction  code  (FD  for  Fixed  Asset  Disposition); 

(2A)  DEPT 

the  three  position  code  for  the  department  responsible  for  this  transaction; 

(2B)  ORG 

the  four  position  code  for  the  organizational  unit  responsible  for  this  transaction; 

(2C)  NUMBER 

the  seven  position  number  assigned  to  this  document  (see  Chapter  3  of  the  MMARS 
Procedure  Manual  concerning  rules  for  the  assignment  of  transaction  document 
numbers). 

(3)  TRANSACTION  DATE 

Required.  Enter  the  date  you  want  associated  with  this  form  (usually  the  current  date)  in  month- 
day-year  format  (e.g.,  April  1,  1997  is  entered  as  04  01  97). 

(4)  ACCOUNTING  PRD 

Optional:  System  generated;  inferred  from  transaction  date. 

(5)  DEPT 

Required.  Enter  the  three  position  alpha  code  for  the  department  responsible  for  this  transaction. 
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(6)  FA  TYPE 

Required.  The  one  position  alpha  code  that  identifies  the  type  of  fixed  asset  being  disposed.  Type 
must  be  valid  on  the  Fixed  Asset  Type  Table  (FATP)). 

(7)  SW  FA  NUMBER 

Required.  In  combination  with  the  Recording  Year,  FA  Type,  and  FA  Number,  this  forms  the 
unique  identifier  of  the  fixed  asset.  Enter  the  SW  FA  NUMBER  that  is  assigned  to  the  asset 
being  disposed. 

(8)  ACQ  DATE 

Protected  Field  -  Inferred  from  FAS  1  Screen. 

(9)  DISPOSAL  TYPE 

Required  -  one  position  alpha  code  "F"  for  full  disposition/  "P"  for  partial  disposition.  (Land  and 
Buildings  only). 

(10)  DISPOSED  DATE 

Required.  Enter  the  date  the  asset  was  disposed  in  MM  DD  YYYY  format  (e.g.  April  1 ,  1 997  is 

entered  as  04  01  1997). 

(11)  ASSET  COST 

Protected  Field  -  Inferred  from  FAS  1  screen 

(12)  DISPOSAL  METHOD 

Required.  Enter  the  one  character  code  which  describes  the  method  of  disposition.  Must  be  valid 
in  the  Fixed  Asset  Acquisition-Disposition  Method  Table  (FADM)  under  Acq/Disp  code  "D". 

(13)  DISPOSAL  ASSET  COST 

Protected  Field,  svstem  calculated. 

(14)  DISPOSITION  AUTHORITY 

Required.  This  15  digit  field  identifies  the  Massachusetts  General  Law  (M.G.L.)  or 
Commonwealth  Regulation  (C.M.R.)  which  specifies  the  authority  under  which  the  asset  was 
disposed. 
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(15)  REMAIN  ASSET  COST 

Protected  field,  system  calculated 

(16)  DISPOSAL  AREA 

Required.  If  Disp  Type=  P  (partial)  for  Asset  Types  B  (building)  and  L  (land) 
Not  Required.  If  Disp  Type  =  F  (full)  for  Asset  types  B  or  L. 
Not  Allowed,  for  Asset  types  E,  H,  K  and  V 

(17)  DISPOSAL  UNITS 

Required.  If  Disp  Type  =  P  (partial)  for  Asset  Types  (E,  H,  K  &  V).  If  Disp  Type  =  F  (full) 
units  are  inferred  from  FAS  1  Table. 

Not  Allowed,  for  Asset  Types  B  or  L 

(18)  SELL  PRICE 

N/A  -  Not  in  use  at  this  time. 

(19)  SW  ASSET  DESC 

Protected  Field  -  Inferred  from  FAS1  screen.  A  thirty  position  description  of  this  fixed  asset. 
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Fixed  Asset  Transaction  FT 

Form  Completion  Instructions 

The  instructions  below  specify  how  the  Fixed  Asset  Transfer  Input  Form  is  completed.  This 
form  is  used  to  record  assets  which  have  been  transferred  between  departments  (excluding 
Authorities).  Internal  department  transfers  must  not  be  reported  on  the  FT  form.  See  the  FC 
form  for  Org.  changes.  The  proper  approvals  must  be  processed  and  the  receiving  department 
must  be  notified  before  the  transfer  is  done.  New  building  assets  under  construction  will  be 
reported  in  the  fixed  asset  subsystem  as  "construction  in  process"  (CIP)  in  DCPO  until  it  is 
placed  in  use  at  which  time  a  FT  will  be  generated  via  PARS  transferring  the  asset  to  the  user 
department. 

FIELD  NAME  NAME  AND  CODING  INSTRUCTIONS 

(1)        DEPARTMENT/ORGANIZATION  NAME 

Required.  Enter  the  name  of  the  department  and  organizational  unit  preparing  this  form 

DOCUMENT  ID 

Required.  Enter  the  document  identification  number  which  is  composed  of: 

TRANS 

the  preprinted  transaction  code  (FT  for  Fixed  Asset  Transfer); 

(2A)  DEPT 

the  three  position  code  for  the  department  responsible  for  this  transaction: 

(2B)  R/ORG 

the  four  position  code  for  the  organizational  unit  responsible  for  this  transaction: 

(2C)  NUMBER 

the  Seven  position  number  assigned  to  this  document  (see  Chapter  3  of  the  MMARS 
Procedure  Manual  concernins  rules  for  the  assignment  of  transaction  document 
numbers). 

(3)        TRANSACTION  DATE 

Required.  Enter  the  date  you  want  associated  with  this  form  (usually  the  current  date)  in 
month-day-year  format  (e.g..  April  1,  1992  is  entered  as  04  01  92). 
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(4)  ACCOUNTING  PRD 

System  generated:  inferred  from  transaction  date. 

(5)  TYPE  OF  TRANSFER 
Protected  Field  -  No  data  entrry 

(6)  DEPT. 

Required.  Enter  the  three  position  alpha  code  for  the  department  responsible  for  this  transaction 

(7)  FA  ASSET  TYPE 

Required.  The  one  position  alpha  code  that  identifies  the  type  of  fixed  asset  being  transferred. 
Type  must  be  valid  on  the  Fixed  Asset  Type  Table  (FATP). 

(8)  SW  FA  NUMBER 

Required.  In  combination  with  the  Recording  Year.  FA  type,  and  FA  Number,  this  forms  the 
unique  identifier  of  the  fixed  asset.  Enter  the  SW  FA  NUMBER  that  is  assigned  to  the  asset 
being  transferred. 

(9)  NEW  FA  LOCATION 

Required.  Enter  the  four  position  location  code  of  the  new  department.  If  unknown,  contact  the 
receiving  department. 

(10)  NEW  DEPT 

Required.  Enter  the  three  position  MMARS  code  of  the  receiving  department. 

(11)  NEW  ORG 

Required.  Enter  the  four  position  code  of  the  receiving  organization.  If  unknown  call  department 
receiving  asset. 

(12)  SW  ASSET  DESC 

Protected  Field.  Inferred 
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APPENDIX  II 

The  following  are  Fixed  Asset  Codes,  Crosswalk  Tables  and  Screens  for: 

•  Type  Codes  (  see  FATB  table  in  MMARS) 

•  Acquisition  and  Disposition  Codes  (see  FADM  Table  in  MMARS) 

•  Fixed  Asset  Summary  Screens  (  see  FAS  1/2  Table  in  MMARS) 

•  Fixed  Asset  Betterment  Screens  (see  FBT  1/2  Table  in  MMARS) 

•  Group  Codes  (see  FGRP  Table  in  MMARS) 

•  Location  Codes  (see  FLOC  Table  in  MMARS) 
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MMARS  Fixed  Asset  Screens 

Fixed  Asset  Summary  Screens  -  FAS1,  FAS2 

Fixed  Asset  Betterment  Screens  -  FBT1,  FBT2 

The  Fixed  Asset  Summary  Screens  (FAS1)  (FAS2)  and  Fixed  Asset  Betterment  Screens 
(FBT1)  (FBT2)  are  available  for  online  viewing.  The  screen  keys  are  Dept,  FA  Type  and  SW 
Asset  Number.  The  (FAS1/2)  screens  contain  the  original  accounting  information  for  a  fixed 
asset  entered  by  the  Fixed  Asset  Acquisition  (FA)  document.  The  (FBT1/2)  screens  contain 
individual  betterment  information  for  each  fixed  asset  entered  by  the  (FB)  Betterment  document. 
The  asset  total  on  the  FAS1/2  screens  is  a  cumulative  total  of  all  the  betterment  totals  on  the 
FBT1/2  screens  for  a  fixed  asset.  When  a  (FA)  document  is  updated  to  "DONE"  status  on  the 
SUSF  it  creates  betterment  number  "00"  on  the  FBT1/2  tables.  At  this  point  the  FAS1/2  and 
FBT1/2  asset  totals  will  equal.  When  a  subsequent  betterment  document  (FB)  is  entered  for  the 
fixed  asset,  betterment  "01"  is  created.  The  asset  betterment  totals  of  the  two  betterments  ("00" 
and  "01")  will  equal  the  FAS1/2  screen  asset  total.  The  FB  document  betterment  numbers 
("01"  to  "99")  are  assigned  sequentially  by  the  system. 

NOTE:  The  Fixed  Asset  Summary  Screens  (FAS1)  (FAS2)  and  Fixed  Asset  Betterment  Screens 
(FBT1)  (FBT2)  are  not  available  in  the  Warehouse  at  this  time. 
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MMARS  Fixed  Asset  Reference  Tables 

Fixed  Asset  Type  Table  -  FATP 

The  FATP  table  is  where  the  Fixed  Asset  Type  Codes  are  stored.  It  is  a  Comptrollers 
maintained  table.  There  are  six  different  asset  types  available  for  department  use:  BUILDINGS 
(B),  EQUIPMENT  (E),  ARTWORK/MONUMENTS/LANDMARKS  (H),  COMPUTER 
SOFTWARE/CABLING  (K),  LAND  (L)  and  VEHICLES  -  AIR/LAND/WATER  (V).  The  type 
code  is  the  second  field  in  the  SW  Fixed  Asset  Number. 

Fixed  Asset  Acquisition/Disposition  Table  -  FADM 

The  FADM  Table  is  where  the  Fixed  Asset  Acquisition  and  Disposition  codes  are  stored. 
It  is  a  Comptrollers  maintained  table.  The  Acquisition  codes  are  listed  under  the  key  code  -  A. 
The  Disposition  codes  are  listed  under  the  key  code  -  D. 

Fixed  Asset  Group  Table  -  FGRP 

The  FGRP  Table  is  where  the  Fixed  Asset  Group  Codes  are  stored.  The  fields  are  FA 
TYPE,  FA  GROUP,  GROUP  NAME.  FA  TYPE,  the  asset  type  being  described;  BUILDING 
(B),  EQUIPMENT  (E),  ARTWORK  (H).  COMPUTER  EQUIPMENT  (K),  LAND  (L),  and 
VEHICLE  (V).  FA  GROUP,  the  four  digit  code  assigned  to  the  described  asset.  GROUP 
NAME,  name  assigned  to  the  described  asset.  New  codes  can  be  assigned  at  the  departments' 
request  by  the  Comptrollers  Office  c/o  Frank  Conlon  (617)  973-2640. 

Fixed  Asset  Location  Table  -  FLOC 

The  FLOC  Table  is  where  the  department  Fixed  Asset  Location  codes  are  stored.  The 
Key  fields  are  DEPT,  LOCATION,  LOCATION  CLASS,  LOCATION  CATEGORY, 
LOCATION  NAME.  This  is  a  dept  controlled  table.  DEPT,  the  three  character  MMARS 
department  code  responsible  for  the  asset.  LOCATION,  four  (4)  character  field  can  be 
department  defined,  some  depts  use  their  organization  code  (ORG),  if  using  the  City /Town 
location  "9"  plus  the  three  (3)  digit  City/Town  LOCATION  CLASS  CODE  (9XXX). 
LOCATION  CLASS,  the  three  (3)  digit  Treasurers  Office  Citv/Town  Code  Listing. 
LOCATION  CATEGORY,  two  (2)  digit  county  code  from  Treasurers  Office  City/Town  Code 
Listing.  LOCATION  NAME.  Dept  defined  i.e..  ORG  name  or  if  using  the  City  /Town 
LOCATION  default  code  the  City /Town  code  name  from  Treasurers  Office  City /Town  Code 
Listing. 
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MMARS  Fixed  Asset  Reporting 

Fixed  Asset  Type  Codes 

MMARS  Screen  (FATP) 


TYPE  CODE 


DESCRIPTION 


B 
C 

E 
H 
K 
L 
V 


BUILDINGS 


CONSTRUCTION  IN  PROGRESS 


EQUIPMENT  OTHER  THAN  (H,  K,  OR  V) 


LANDMARKS/MONUMENTS/ART 


COMPUTER/SOFTWARE/CABLING 


LAND 


VEHICLES  -  AIR/LAND/WATER 
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MMARS  Fixed  Asset  Reporting 
Acquisition  and  Disposition  Codes 
MMARS  Screen  (FADM) 

Acquisitions  Codes:  A 

C  Constructed 

E  Eminent  Domain 

G  Gift/Donation 

M  Purchased/Lease  Completed 

P  Purchased 

R  Transferred 

S  Seizure 

T  Traded 

Disposition  Codes:  D 

D  Destroyed 

E  Erasure 

R  Transferred 

S  Sold 

T  Traded 

U  Lost 

V  Theft/Vandalism 

W  Worn  Out 
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FY  92  Software  and  Cabling  Fixed  Asset  Reporting  Instructions 


Purpose: 


Prior  FY: 


Software 


To  provide  departments  with  instructions  for  the  reporting  of  software  and 
cabling  fixed  assets. 

If  your  department  did  not  report  some  or  all  software  or  cabling  which  was 
acquired  in  FY  "91  or  before,  you  must  report  all  software  and  cabling  still  in 
use  which  costs  SL5.000  or  more.  If  your  department's  information  is  correct  for 
FY  '91  and  before,  simpiy  follow  the  instructions  below  for  FY  '92. 


What  To  Report 


Definition: 


What  to  include: 


Calculating  cost: 


Software  currently  in  use  which  has  a  historical  unit  cost  of  S15,000  or  more, 
and  any  betterments,  regardless  of  cost,  to  reported  software. 

Include  the  cost  of  analysis  and  design,  testing,  and  installation  but  do  not 

include  the  cost  of  implementation  and  training  unless  it  cannot  be  distin- 
guished 

If  software  is  developed  in-house.  the  cost  attributable  to  the  software  would 
be: 


rnage  «s:  ove 

If  acrjnr-  — 
was  done 


( (salary  +  fringe  -  indir.  costs)  x  'votime  spent  on  pro j.~)  -  other  direct  costs 

Prior  FY:  If  any  of  these  elements  are  unavailable,  you  may  estimate  them  and 
document  how  the  estimation  was  done.  It  is  not  necessary  to  submit  the 
documentation;  just  have  it  available  in  case  of  an  audit.  An  example  of  a  source 
of  information  for  an  estimate  is  a  project  plan.  Each  situation  will  be  different 
and  the  goal  is  to  obtain  the  best  estimate  possible.  Here  axe  some  guidelines: 

•  If  salary  is  unknown,  use  an  average  for  the  job  grade 

•  If  job  grade  is  unknown,  estimate  the  job  grade 

•  If  nringe  or  indirect  costs  are  unknown,  contact  ANF.  If  they  do  not  have  the 
information,  use  the  closest  known  year's  factor. 

•  If  time  spent  is  unknown  estimate  the  percent  of  time  spent  on  the  project 
by  estimating  the  relative  size  of  the  projects  on  which  themdrviduai  worked 

If  software  is  purchased,  use  the  actual  cost.  If  software  is  porch ased  but  it  was 
bundled  with  hardware,  the  software  should  be  reported  separately.  If  the 
software  was  not  itemized  ask  the  vendor  for  the  value  of  the  software.  If  the 
vendor  cannot  state  or  estimate  the  vaiue  of  the  software,  do  not  report  the 
software  separately. 

CcrnfToc I le4f    0  rht  «■  - 

■neaa  at  toe  A.Nr  approved  ait  If  no  rate  approved,  contact  Fred  Dtmimco  at  the  Buigu  Silsju  (Rffi). 
ccrds  do  ac:  zzsl  esusaie  :sc  percentage  and  have  documentation  avaiiaoic  expiainag  aov  tae  estimate 
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Is  rt  one  asset?:  Individual  components  of  an  integrated  system  and  betterments  should  be 

counted  separately. 

Prior  FY:  If  this  is  the  initial  report  of  assets  which  existed  prior  to  FY  '92,  the 
cost  would  be  the  initial  cost  plus  the  cost  of  any  betterments  through  June  30, 
1991.    In  addition,  individual  components  of  an  integrated  system  may  be* 
counted  together. 

Betterment  v.  Maintenance: 

If  an  expenditure  resulted  in  increased  functionality,  added  capacity  or  an 

extended  life  cycle  for  the  software,  it  is  a  betterment:  otherwise  it  is  mainte- 
nance. For  example: 

•  Speed  improvements  and  bug  fixes  are  maintenance 

•  The  new  Fixed  Asset  Subsystem  which  captures  information  not  previously 
recorded  in  MMARS,  is  a  betterment 

•  A  change  to  the  software  to  caDture  the  same  information  but  in  an  easier  or 
more  thorough  way  would  be  maintenance  because  it  does  not  create  added 
capacity  or  functionality.  For  example,  if  you  previously  collected  informa- 
tion about  clients  in  one  table,  but  decided  it  would  be  easier  to  report  on 
the  information  by  splitting  the  information  into  two  tables,  this  is  mainte- 
nance. 

•  But  if.  in  addition  to  creating  a  second  table,  you  begin  tracking  dates  of  visits 
so  that  you  can  send  notices  to  the  clients  telling  them  when  an  appointment 
needs  to  be  scheduled,  this  would  be  a  betterment  because  you  have  added 
functionality. 

•  A  maintenance  contract  eves  if  it  provides  upgrades  of  software  (a  new 
version  to  replace  the  old  version),  is  maintenance. 

Addition/disposition  v.  Betterment  or  Maintenance 

If  you  purchase  a  new  version  of  software  at  full  cost  and  take  the  oid  version 
out  of  service,  this  would  be  an  acquisition  and  a  disDosition  because  vou  sucdi  v 
replaced  one  piece  of  software  with  another 

If  you  purchase  an  upgrade  at  reduced  cost,  this  would  be  a  betterment.  This 
may  cause  the  actual  cost  to  exceed  the  cost  of  purchasiagthc  software. 

License  issues:  If  you  purchase  multiple  copies  of  software  or  a  site  license  for  x  number  of 

copies  of  software,  each  copy  of  which  is  less  ihan  5L5.C00.  do  not  report  the 
software.  However,  if  you  purchase  a  site  license  which  allows  unlimited  users 
and  the  cost  of  the  license  is  SL5.000  or  more,  report  it  as  a  fixed  asset. 

If  software  is  leased  rather  than  purchased,  the  determining  factor  is  whether 
the  lease  really  extends  for  the  useful  life  of  the -software  or  whether  :he  lease 
expires  before  the  end  of  die  useful  life.  The  presumed  life  of  software  is  5  years, 
but  vou  must  make  a  determination  based  on  the  oanicuiar  software. 

Construction  in  progress: 

When  a  new  software  product  is  being  developed,  it  is  consmicdon  in  progress 
(QP).  If  the  cost  as  of  June  30. 1992  or  the  anticipated  cost  of  the  completed 
project  is  S15,000  or  more,  it  shouid  be  reported.  If  construction  has  ceased  with 
the  intention  of  never  implementing  the  application,  it  is  not  an  asset  and  should 
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Ownership: 


Disposition: 


not  be  reported.  Or,  put  another  way,  if  it  does  not  nave  value  to  the  Common- 
wealth, it  is  not  an  asset. 

The  department  which  controls  software  is  the  owner  for  purposes  of  axed  asset 
reporting.  For  exampie:  a  client  tracking  system  which  resides  on  an  OMIS 
computer  and  is  serviced  by  an  OMIS  data  bass  administrator  bu:  which  is 
modified  by  the  department  would  be  reported  by  the  department  since  they 
control  the  software.  On  the  other  hand,  MMARS  is  reported  by  OMIS  rather 
than  CTR  because,  even  though  CTR  is  considered  the  main  user,  OMIS 
purchased,  modified  and  continues  to  maintain  and  develop  the  software.  The 
host  department  and  the  user  department  should  agree  before  reporting  who 
will  report  the  software. 

You  must  dispose  of  reported  software  which  is  no  longer  used  and  has  no  value 
to  the  Commonwealth, 


Software  Record  Layout: 

See  the  Form  Completion  Instructions  for  the  FA,  FB,  FC,  FD  &.  FT  transac- 
tions as  appropriate.  Below  is  information  specific  to  software. 

Description 


Field  Name 
FA  Type 
FA  Group 
FALoc 
Acq  Date 

Serial  Number 

Manufacturer 

Model 


"3040" 

The  location  of  the  computer  on  which  the  software  is  installed. 

If  the  software  was  developed  in-house.  the  date  that  the  software  was  5rst  used 
in  production. 

If  the  software  was  developed  in-house,  begin  the  number  with  the  3-character 
MMARS  department  code.  The  rest  is  optional. 

If  the  software  was  developed  in-house.  the  3-charac:er  MMARS  department 
code. 

Ifitis  commercial  software,  the  name  of  the  software.  Ifit  is  developed  in-house, 
the  name  bv  which  the  software  is  known. 


Cablina 


What  to  Reoort: 

Definition: 


If  you  have  not  previously  reported  cabling  costs  and  the  cost  of  all  computer 
cabling  in  use  in  your  location  is  SI5.000  or  more,  it  must  be  reported.  If  you 
reported  cabling  last  year,  you  must  report  any  additional  cabling  procared 
between  Juiv  1, 1991  and  June  30, 1992  that  costs  Sli,000  or  more. 


Determining  cost:         Include  the  cost  of  installation. 


If  telecommunication  and  computer  cabling  was  installed  at  the  same  time  and 
it  cannot  be  determined  which  supplies  were  for  which  rype  of  wiring  ana  the 
vendor  is  not  abie  to  assist  you,  apportion  the  cost  of  supplies  based  an  a 
percentage  of  the  job.  For  exampie,  if  there  were  100  data  ports  in<?rqilr^  and 
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150  telephone  ports,  attribute  40%  of  the  cost  to  data  ports  and  60%  to 
telephone.  It  is  not  necessary  to  submit  documentation  on  how  the  costs  were 
apportioned;  have  it  available  in  case  of  an  audit. 

If  telecommunication  and  computer  cabling  was  installed  at  the  same  time  and 
the  amount  of  labor  for  each  cannot  be  determined  and  the  vsndor  is  not  able 
to  assist  you,  either  use  a  percentage  or  a  per  drop  rate.  In  many  cases  data  and 
voice  drops  will  be  located  together  and  pulled  together  so  the  cost  of  chose 
drops  can  be  divided  equally. 

Betterment  v.  Maintenance: 

Adding  cabling  is  a  betterment;  repairing  cabiing  is  maintenance;  replacing 
cabling  is  a  disposition  and  an  acquisition. 


Lease  issues: 


Disposition: 


If  space  rental  includes  the  cost  of  cabling,  the  cabling  is  not  a  reportable  asset. 

If  cabling  is  installed  at  the  Commonwealth's  expense  in  space  being  rented  by 
the  Commonwealth,  it  is  an  asset  if  it  has  an  expected  useful  life  of  at  least  5 
years  and  the  department  expects  to  continue  to  rent  the  space  for  5  years  or 
more. 

Cabling  which  has  been  reported  and  which  is  no  longer  used  and  has  no  value 
to  the  Commonwealth  must  have  a  disDOsition. 


Cabling  Record  Layout: 

See  die  Form  Completion  Instructions  for  the  FA.  FB,  FC,  FD  &  FT  transac- 
tions as  appropriate.  Below  is  information  specific  to  software. 


Field  Name 
FA  Type 
Group  Code 
Acq  Date 
Historical  Cost 
Model 
Manufacturer 


Description 


TC 


■3025* 


If  the  cabiing  was  installed  by  a  vendor,  the  date  the  installation  was  completed. 

Include  the  cost  of  installation. 

The  type  of  cable. 

The  manufacturer  of  the  cabie  if  the  department  installed  it:  otherwise,  the 
vendor  who  m^rallr-H  it. 


The  list  of  reports  are  as  follows: 

850A    Fixed  Asset  Transaction  -  Detail  Report. 

Fiscal  Year  weekly  inventory  report  shows  all  Fixed  Asset  Transactions  posted 
by  a  department  for  the  week  described. 

850B  GAAP  FY  Fixed  Asset  By  Secretariat,  Department  and  Asset  Type 
(FA,     FB) 

Fiscal  Year  report  shows  FA  and  FB  transactions  i.e..  additions  and 
betterments  to  GAAP  Fixed  Assets  by  Secretariat.  Department  and  Asset  Type. 
This  report  is  run  at  the  end  of  an  accounting  period  and  will  display  year-to-date 
beginning  and  ending  balances  for  the  current  fiscal  year  with  transaction  detail 
for  the  period. 

850C  GAAP  Fixed  Asset  Disposals  by  Secretariats,  Department  and  Asset 
Type  (FD) 

Fiscal  Year  report  shows  FD  transactions  i.e.,  disposals  to  all  Fixed  Assets 
-  by  Secretariat  Department  and  Asset  Type.  This  report  is  run  at  the  end  of  an 
accounting  period  and  will  display  year-to-date  beginning  and  ending  balances  for 
the  current  fiscal  year  with  transaction  detail  for  the  period. 

850D  GAAP  Fixed  Asset  by  Secretariat,  Department  and  Fund  (FA,  FB) 

Fiscal  year  report  shows  FA  and  FB  transactions  i.e.,  additions  and  betterments 
to  GAAP  Fixed  Assets  by  Secretariat,  Department  and  Fund.  This  report  is  run  at 
the  end  of  an  accounting  period,  includes  a  year-to-date  beginning  and  ending 
balance  for  the  fiscal  year  with  transaction  detail  for  the  period.  This  report  is 
used  by  OSC  for  annual  reporting  purposes. 

850E  GAAP  Fixed  Asset  Disposals  by  Secretariat,  Department  and  Fund 

Fiscal  Year  report  shows  FD  transactions  i.e.,  disposals  to  Fixed  Assets  by 
Secretariat.  Department  Fund.  This  report  is  run  at  the  end  of  an  accounting 
period,  includes  a  year-to-date  beginning  and  ending  balance  for  the  fiscal  year 
with  transaction  detail  for  the  period.  This  report  is  used  by  OSC  for  annual 
reporting  purposes. 


850F  GAAP  Fixed  Asset  Acquisitions  by  Secretariat,  Department  and 
Transaction  Code  (FA,  FB) 

Fiscal  Year  report  is  run  at  the  end  of  an  accounting  period,  includes  a  year- 
to-date  beginning  and  ending  balance  for  the  fiscal  year  with  transaction  detail  for 
the  period.  This  report  is  used  by  OSC  for  annual  reporting. 

850G  GAAP  Fixed  Assets  by  Secretariat,  Department  and  Transaction  Code 

(FD). 

Fiscal  Year  report  is  run  at  the  end  of  an  accounting  period,  includes  a  year- 
to-date  beginning  and  ending  balance  for  the  fiscal  year  with  transaction  detail  for 
the  period.  This  report  is  used  by  OSC  for  annual  reporting  purposes. 

851B  NON-GAAP  (FY)  Fixed  Asset  Acquisitions  by  Secretariat,  Department, 
Type  (FA,  FB). 

Fiscal  Year  report  is  run  at  the  end  of  an  accounting  period,  includes  a  year- 
to-date  beginning  and  ending  balance  for  the  fiscal  year  with  NON-  GAAP 
transactions  detail  for  the  period.  This  report  is  used  by  departments  to  manage 
assets  (Buildings  and  Equipment)  with  a  cost  less  than  SI 5.000. 

851D  NON-GAAP  (FY)  Fixed  Asset  Acquisition  by  Secretariat,  Department 
and  Fund  (FA,  FB). 

Same  as  85 IB  except  sorts  by  Secretariat.  Department  and  Fund  for  assets 
(Buildings  and  Equipment)  with  a  cost  less  than  $15,000. 

851F  NON-GAAP  (FY)  Fixed  Asset  by  Secretariat,  Department  and 
Transaction  Code. 

Same  as  85 IB.  85 ID  except  it  sorts  by  Secretariat,  Department  and  Transaction 
Code  for  assets  (Buildings  and  Equipment)  with  cost  less  than  SI 5.000. 

RPT  852A  GAAP  Fixed  Asset  Inventory  Report 

Fiscal  Year  report  by  monthly  accounting  period.  Cumulative  listing  of  GAAP 
Fixed  Assets  sorted  by  Dept.,  Org  and  Asset  Type.  Includes  separate  Department 
Summary  page  with  Asset  Type  totals  by  organization  and  department  grant  total. 


RPT  852B  Fixed  Asset  Inventory  Report 

Fiscal  Year  report  by  monthly  accounting  period.  Cumulative  inventory  list  of  all 
Fixed  Assets  (GAAP  and  NON-GAAP)  sorted  by  Dept..  Org  and  Asset  Type. 
Includes  separate  Department  Summary  page  with  Asset  Type  totals  by 
organization  and  department  grand  total. 

RPT  852C  NON-GAAP  Fixed  Asset  Inventory  Report 

Fiscal  Year  report  by  monthly  accounting  period.  Cumulative  inventory  list  of 
NON-GAAP  Fixed  Assets  by  Dept..  Org  and  Asset  Type.  Includes  separate 
Department  Summary  page  with  Asset  Type  totals  by  organization  and 
department  grand  total. 

RPT  852D  Fully  Disposed  Assets  Inventory  Report 

Fiscal  Year  report  monthly  accounting  period.  Cumulative  inventory  list  of 
GAAP  Fixed  Asset  Disposals  by  Dept..  Org  and  Asset  Type.  Does  not  contain 
partially  disposed  assets.  Includes  separate  Department  Summary  page  with 
Asset  Type  totals  by  organization  and  department  grand  total. 


